





Accepting a Broadcasted Work Order

Accepting a Broadcasted Work Order:

Before you can begin working with a broadcasted work order, you must accept it first. Broadcasted

work orders are displayed in your Tenant Request list and marked with a special icon (& ).

1. Open the Tenant Request list and select the broadcasted work order you would like to accept.

— TENANT REQUESTS

All Properties | Date b

Electrical .L

Hillview Towers
1 Hillview Towers 11 -1 - 101
1618548 | DUE May 15, 2013 11:18 AM

Light Bulbs & Ballasts L
Hillview Towers

6 Hillview Towers || - 3
1618550 | DUE May 15, 2013 11:22 AM

HVAC - Too Hot -m

Hillview Towers

1 Hillview Towers | - 2 - 202
1618552 | DUE May 15, 2013 11:26 AM

Janitorial :
¥

Carroll Gorporate Plaza
5 Carroll Corporate Plaza - 05 - 503
1618554 | DUE May 15, 2013 11:42 AM

«

HVAC - Too Hot ﬂé-
1 Hillview Towers

Information
Hillview Towers | - 2 - 202

1618552 | DUE May 15, 2013 11:26 AM -
* Details
Startu (o]

i ik m History 3 Stahus
Tenant Blaze Printing Tenant|
Contact Sam Johnson g Messages 1 Contad
Assigned To Engineers Assign|
Instructions @J Attachments [ 0 Instruc|

b Accept

3. Enter any applicable notes and then press Submit. The work order has now been accepted.

ACCEPTED

HVAC - Too Hot



2-202

1618552 | DUE May 15, 2013 11:26 AM

Note




