Building Services

Submitting a Detailed Service Request

Select Users
All Buildings

USER INFORMATION: This information will
already appear based on your user profile.

THIS IS NOT ME: Click this link if your
name does not appear in the member
text box.

LOCATION: Check either Tenant Space or
Common Area to indicate the location of
the maintenance issue.

COMMON REQUESTS: Use this drop-down
box to choose a description of the maintenance
issue. If you choose “Member Specified”, you
are required to type a description in the
description box.

DESCRIPTION BOX: You can type a detailed
description of your maintenance issue here.

CC: E-MAIL: Use this function to choose
one or more co-workers who should receive
copies of status e-mails.

OPT OUT OF RECEIVING STATUS E-MAILS:
Check this box if you do not wish to receive
status e-mails regarding your service request.
(You will still receive an e-mail when the

request is opened and one when it is closed.)

To submit a detailed service request, use the Service Request function found in the
Building Services drop-down menu. Here is an overview of the Service Request screen.

(We will go through step-by-step instructions on the next page.)
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recommend you maintain (or adopt) this practice to avoid duplicate requests or confusion. Our goal
commitment, is to continue to bring you the best service possible.
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* Business Phone: [800.325.5100

* Suite:

Phone Extension: [236
* E-Mail:

[imauser@etenants.com

I Update E-Mail
NOTE: If you change or add your E-Mail address please click the Update E-Mail box.

* Location:
= Tenant Space ¢ Common Area

Choose a common request and/or write a brief description of the problem.

Jcommon Requests: [ MEMBER SPECIFIED =l

Brief Description of the problem:

NOTE: If you wish you may send a copy of this request to a co-worker(s).

[Jcc E-vail: |

Enter an E-Mail address which must match YOUR E-Mail domain name. Separata mu'tiple addressas with a sami-colon

L1 0o not send me email status updates for this wark order.

1f you need to report a maintenance or building problem, simply complete the Service Request form below.
Information available from your e-Tenants member profile has been entered for you. Please verify this information,
write a brief description of the maintznance request, and click the "Submit" button to send your request.

Mast of our tenants have designated officials in their offices to coordinate and submit Tenant Service Requests. We
, and our

24 hour history to avoid duplicates:
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SERVICE REQUESTS FROM PAST 24 HOURS:
See all service requests that have been

submitted within the last 24 hours.
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Click Service Request in the Building
Services drop-down menu.
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1F you need £o hepram v building problem, simply complete the Service Request form below.

Information available from your e-Tenants member profile has been entered for you. Please verify this information,
write @ brief description of the maintenance request, and click the "Submit" button to send your request.

nd submit Tenant Service Beauests W
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STEP 2

Confirm that your contact information is
correct. You have the option of changing
your telephone number and e-mail address
T s by clicking on the text boxes and checking
oy e the Update E-mail box. (If your name and
(o= company name are not correct, click on the
Wi ] e This Is Not Me link, which will allow you
to re-enter your Username and Password or

1 Update E-Hall

NOTE: If you change ar add your E-Mall address pleass click the Update E-Mall hay become a member)

1f you need to report & malntenance or bullding problem, simply complete the Service Reguest form below
Informabion svaliable from your e-Tenants member profile has beer entered for you. Please verify this information,
write a brif description ef the maintenance request, and click the *Submit® button ta send your request.

Mot of owr tenants have designated officials in their offices o coordinate and submit Tenamt Service Reguests. We
recommend you maintain {or adopt) this practice to aveid duplicate requests or confusion. Our goal, and cur
commitment, is to continue to bring you the best service possibile

{ * ) Denctes reguired field

* Member

1f you need to report & malntenance or bullding problem, simply complete the Service Request form below
Information svallable from your e-Tenants member profile has been entered for you, Piease verily this information,
write a bricf descripbion of the maintenance request, and click the *Submat® button o send your request

Most of our tenants have designated officials in their offices b coordinate and submit Tenant Service Requests. We S 3
recoimmend you maintain {or adopt) this practice b aveld duplicale requests or confusion. Our goal, and our TEP
commitment, ks to continue to bring you the best service possitle
{ * ) Denates required field

[oest Goes Tl e Choose the location of the service request.
N v peLTy sy If it is in your company’s space, click the

® Member

= Address: [E55 LARCASTER AVENUE .
- sue: [ = Tenant Space button. If it is in your

* Business Pone; 500,325 ¥100 building’s shared space, click the
Phane Extension: (236
Common Area button.

* E-Malk: fmauser@etenants com

™ Update E-Mall
NOTE: If you change or add your E-Mail address please click the Update E-Mail bax

* Location:

 Tenant space © Common Area}

Choose & COMMON request and/or wiite & brief description of the problem

Common Requests: | MEMBER SPECIFIED =

Brief Deseription of the preblem

* Mombor

[Guest Guest This s ot me,

* Tanant: ARCTOWIN ———
i [BRARDYWINE REALTY TRUS: STEP 4

[558 LaNCASTER AvENUE

* Sulte:

Choose a description of the request from

* Business Phone: [300.32

Phane Extension: {4rTen HOURS HVAC AEQUEST
* E-Mail  SEILING TILE REPAIA/REPLACEMENT
DAY PORTER CLEA E0LD
|LOCK REPATR | NEED KEYS | ACCESS CARDS
NOTE: If you chang MEMBER SPECIFIED
ED LIGHTS REPLACED
* Location; ROCF LEAK
SCHEDULE RESOURCE
SCHEDULE VISITOR
TOILET CLOGGED
TOO COLD
TG0

the Common Requests drop-down box
and/or type your own description in the
text box.

e E-Mail box

Choose a comman f
oemimon Reguests: [MEMBER SPECIFIED  [¥] .
otk 70 continue to the next page ...

Brief Descriphion of the problem:

NOTE: If you wish you may send a copy of this request to a co-worker(s).
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STEP 5

If you wish to have one or more co-workers
copied on status e-mails, type their e-mail
addresses in the CC E-mail text box.

(Each address should be separated by

a semicolon.)

STEP 6

If you do NOT wish to receive status updates
via e-mail, check the box reading Do Not
Send Me E-mail Status Updates On
This Work Order. You will still receive an
e-mail when the request is opened and one
when it is closed.

STEP 7

Confirm that a duplicate service request
has not already been submitted by scanning
the list of service requests made in the past
24 hours. Click the Submit button to send
your request.

STEP 8

You will receive a confirmation message
indicating that your service request was
successfully submitted.

I update E-Mad
WOTE: If you change or add your E-Mail address please click the Update E-Mail box

* Lozation: P

® Tonort Space | Comman Arce

Choose & commen request and/or write & brief description of the problem

Cormmon Reguests: | MEMBER SPECIFIED i |

DBrief Descriphion of the problem:

NOTE: If you wish you may send a copy of this request to a co-worker(s).

€C E-Mail: |

Fl-.!r o1 EMd mdrmns mhich munt st TOUS, E-Mad domin niame. Sepe s =tk sldimim mih 3 enicotn

L] ™ 0o net send me email status updates far this work order

Cloar Description

24 hour history to svold duphicates:

Baquester  Stansm CC Smsl Assigned T Erastad an

RE PR RERACEHENT

I Do not sena me emai status updates for this work arder

0 [Sobmit][Glear besription |

24 hour history to avoid duplicates:

Repostor  Blatus £ Email Ansigred To Crwated o
Tenant e OPEN ik

Building Services
History Viaw - Aging | History View - All | Histary Viow - Closed | HIFtony View - Opan

1 you need to report & malntenance or building problem, simply complets the Service Request form below
Information available from your &-Tenants member profile has been entered for you, Please venify this information,
wiite & brief description of the maintenance request, and click the *Subma® buttcn to send your request.

Mt of our tenants have designated officials in their effices ta coordinate and submit Tenant Service Requests. We
recemmend you maintain {ar adopt) this practice 1o avald duplicate requests or confusion. Our goal, and cur
cammitment, i to cantinue to bring you the best service passisle

{ * ) Denates required field

Thank you for your Tenant Service Request. Our Tenant Service Representative has received your request and

will dispatch it to the appropriate persannel, If you have any
Cars ot 1.888.325.5100.






