Maintenance Requests Module

The Maintenance Requests module allows you to manage resident’s maintenance requests. Here, you will see
each request organized by category, ticket number, suite number, date, if the request is assigned, and the status.

Here, you can filter by suite number and by status.
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Maintenance Requests Module

The Maintenance Requests module also allows you to manage your vendors.
Select Vendor Management to begin.
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Maintenance Requests Module

Here, you will see a list of your vendors. To update an existing vendor, select one from the list.
To add a new vendor to your building, select Add Vendor.
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Maintenance Requests Module

Here, you will add the vendor's company name, category, active status, contact name, phone number, email
address, and company address. You can also select a category for the vendor, add a photo of the company logo,
and vendor notes. Once done, select save.
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Maintenance Requests Module

To view a Maintenance Request, select one from the list available.
You will see a preview of the request, from here you can either view details or assign the request to a
concierge, a service provider, or both.
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Maintenance Requests Module

On the Maintenance Details page, you can view, edit and manage the request. You will see details like the ticket
number, suite number, resident’s name, entry notes and details. You can edit the category, status, assigned
status and vendor. Here, you can also request a quote from a vendor and send messages to the resident.
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Maintenance Requests Module

When requesting a quote, select a vendor from the available options. You can review the details of the maintenance request,
add additional notes, and send the maintenance request to the vendor by selecting send email.
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