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Tenant Guide - Work Order

Logging into Building Engines

Building Engines uses technology that provides access to your personal Tenant account and all
associated information using any computer.

Besides a web browser (such as Internet Explorer, Google Chrome, or Mozilla Firefox), no
additional downloaded software is required; it’s as simple as logging into your favorite website.

Navigate to www.buildingengines.com/login - you will be prompted to provide your Username
and Password (provided to you by a member of your property management staff):
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If you are unsuccessful when attempting to log in, please remember that usernames and
passwords are CaSE SenSative.

If you are still unsuccessful (after verifying that you are entering the information correctly), use
the blue Forgot your password hyperlink to recover your login credentials. You may also
contact your property manager or tenant coordinator to inquire about your account or recover
your login credentials.

After successfully logging in, proceed with the following steps:
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http://www.buildingengines.com/login

Building Engines Tenant Guide - Work Order

1. To quickly and easily submit a work order from your Tenant Homepage, click the hyperlink
to the appropriate issue type:

One Demonstration Plaza t
Jane Doe / Sign Out

Home Work Orders

Work Orders Open: 0 | Recently Closed

} Electrical Open Work Orders 0

» HVAC - Comfart/Other There are currently no open
— work orders.

» HVAC - Too Hotulel
anioria :

¥ Keys/Locks

¥ Lighting

» Other

} Fainting

» Flumbing/Leak

¥ Trash Removal

100 Main Street
Boston MA 02108 . -
ABC Tenant Company Open Advanced Work Order Form
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2. Select the appropriate Floor / Suite, specify a Location, and provide a few additional
Details for the service request. Click Save to submit the new work order:
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F\: New Work Order x
Ei Type: HVAC - Too Hot

il Floor / Suite:* Floor 3, 300 M

3.‘ Location:* Men's restroom

"The men's restroom in our suite is|
too warm - I think the heat may
Details:* need to be adjusted)|
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3. A confirmation message will display with the unique identification number for your work
order, as well as a summary of the request details. Click Ok to close the confirmation
message:
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Building Engines Tenant Guide - Work Order

Work Order Added x

The following Work Order has been added #: 232458489
HWVAC - Too Hot 3 Men's restroom
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4. The newly created Open Work Order will now appear in the list on your Tenant
Homepage:

One Demonstration Plaza t
Jane Doe / Sign Out

Work Orders Open: 1 | Recently Closed

¥ Electrical Open Work Orders 1

¥ HVAC - Comfort/Other HVAC - Too Hot - Men's r...
b HVAC - Too Cold
P HVAC - Too Hot
» Janitorial

P Keys/Locks

P Lighting

b Other

P Fainting

» Flumbing/Leak

b Trash Removal

5. To review the status of your work order, navigate to the Work order tab from your
Tenant Homepage:

One Demonstration Plaza t =2
Jane Doe / Sign Out

Home Work Orders

Work Orders Open: 1 | Recently Closad

P Electrical Open Work Orders 1
P HVAC - Comfort/Other HVAC - Too Hot - Men's r...
P HVAC - Too Cold

P HVAC - Too Hot

» Janitorial

b Keys/Locks

» Lighting

b Other

» Painting

» Flumbing/Leak

» Trash Removal

6. Click the Request humber to open the work order and view the details of the service
request:
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Building Engines Tenant Guide - Work Order

One Demonstration Plaza

+
Jane Doe [ Sign Out

Work Orders

Work Orders
Search Parameters

EXPAND -
) e g P 8 (P
232458489 ew Jane Doe  HVAC-T.. 05/07/2014 The men's restroom in our suite is too. Men's re.

14 <+ w= =1 Showing all 1 rows
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7. The Work Order View displays the current stage of work for the service request in addition
to the task/location/requestor details. You may also add any comments or documents that
you would like to communicate to the property management staff:

One Demonstration Plaza

 § -
Jane Doe / Sign Out

Work Orders
WOI‘k Ol‘de r # 232458489 * RETURN TO WORK ORDER LIST
Flease Rate Your Experience: aug
New Opened Assigned Acknowledged Arrived Completed Closed
Oo—0
Task Details Location Details Requestor Details
ID #: 232458489 Building: One Demonstration Plaza Requestor: Jane Doe
Status: New Floor: 3 The men's restroom in our suite
Created: 5/7 11:28 AM Suite: 300 Comment: is too warm - 1 think the heat m
Issue Type:  HVAC - Too Hot Location: Men's restroom e isted
s X . Fhone: (555) 555-5557
Assigned To:  Unassigned :
Email: matthewpgillen@gmail.com
History Documents
Date Details Added by Status There are currently no documents for this Work
05/07/2014 The men's restroom in our suite is too warm - 1 think the Jane Doe NEWY Qe
11:28 AM heat may need to be adjusted. == o
o H .
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