





Creating a New Reminder

1. Click New Note/Reminder. The New Note/Reminder popup window will open.
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2. Inthe window that opens, enter a subject and a message for the reminder.
3. Place a checkmark beside Make a Reminder.
4. Click Save.
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Subject: IUpdate

Message: | Meed to cal send out maintenance tomarrow around noon.
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5. Your reminder will be displayed in the work order's Messages tab, as well as in the Messages list. All
reminders are marked with a icon.
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3 Paul Lorentz Re: RE: 1027708 in Buiding Hilview Towers | — TRWO May 27 a1 127 pm
Tk John Smythe Ok, Nanks —————- riginal Messang ——————— Thermostal nesds o be repla ced
Paul Larentz Call tenant May 27 &1 1256 pm

Callthe tenant tomorrow morning at &30 &AM and ket him know thermostat wil be replaced

q Faul Lorentz HVALC issues May 2T at 12:50 pm

Need to look at the: number of BV AC-relaied ssues and trending.

John Smythe RE: 1027708 in Building Hillview Towers | - TRIYO May 27 at 12:48 pm



