
Building Services
Submitting a Detailed Service Request

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. 

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.)

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.

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

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.) 

Service Requests from Past 24 Hours:
See all service requests that have been 
submitted within the last 24 hours.
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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.
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STEP 1

Click Service Request in the Building 
Services drop-down menu.

STEP 2

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

STEP 3

Choose the location of the service request.  
If it is in your company’s space, click the  
Tenant Space button. If it is in your 
building’s shared space, click the  
Common Area button.

STEP 4

Choose a description of the request from  
the Common Requests drop-down box  
and/or type your own description in the  
text box. 

	 continue to the next page … 
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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 8

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

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 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.) 
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