


Go to the Main Page of the system.



On the left side, click on the Maintenance tab



Or on the right side, select Maintenance Request



On this new page, check if there are any existing notes related to the 
property.



If there is a note, it will appear inside the highlighted rectangle.



Enter all the required information describing the issue or request.



Click Add Images to upload pictures



Select the images that apply.



Select whether there is permission to enter the property



Confirm access and add additional notes if needed



Example: property access code



After clicking Next, you will be taken to the availability schedule section.



Select one or multiple time slots



Select one or multiple time slots



This allows the vendor to schedule within those available hours



Indicate whether the request is urgent or can be scheduled at another time



Click the Request button





Once processed, you will be able to see the Maintenance 
Request reflected on your sales page or main dashboard.




