





Setting Management and Leasing Contacts

Control Panel > Content Manager > Contact Section
About:
The Management and Leasing Contacts settings effects email settings at various locations throughout your Portal.

More specifically, the settings define which Contact Section group (that has already been created per steps noted in

Creating a Contact Section) receives emails for different current and prospective tenant inquiries.

Content Manager A Hamcs
Contact Section - 7 entries
I:‘ Title Message
D Management Team c ent team is happy to assist Edit
D Lessing Team+ : Edit
D Engineering Edit
[] secuity AMCO Edit
D Janitorisl Janitorial services provided by L .. Edit
D Parking Parking Program prodided by et Edit
[] night Crew Edit
7
Management and Leasing Contacts ;
Choose defined contact groups that are rezponsible for manggemeqt and leasing These groups will
be aszociated with management and leasing of the properhy I,-‘
) /
Management Contact Section Group '
Leasing Centact Section Group Leasing Team /
Email Settings:

Which Non-Tenant Users (staff) receiving the different email inquiries ultimately depends on which email settings
have been applied to the users from the initial Non-Tenant User Setup as noted under Control Panel --> Setup -->
User Groups/ Tenants --> Non-Tenant User Groups --> Create Non-Tenant User section of the AXIS Portal help

handbook.

|:| Mes=age Blaster DAppruve Users | Contact Us Contact Section

Email Settings
Available Spaces DAppruve Scheduler

e Contact Section: From the Send Message ("click here") of the side bar. The Management User Contact Section

Group usually receives these emails.

CORPORATE TOWER LOGIN |

We would like 1o hear MANAGEMERNT

your comments. Please Your managment te



http://help.axisportal.com/tenanthandbook/tenanthandbook.aspx?pageID=6810fcff-4ee9-4422-8f2f-000d3ece89c0

Contact Us: From the "Contact Us" link located under Leasing Info on your Portal. Both Management and
Leasing Contact Section Groups usually receive these emails.

OME | CONTACT | AREA INFO | PROPERTY INFO | LEASING INFO | TEMANT HA

iIN | TEST1 | PUBLIC SCHEDULER Avvzilable Space

Lezasing Documents
CONTACT US

Please input your name and contact information in the . aig 2o

will contact you =hortly to answer any of your questions.

NAME*

COMPANY

E-MAIL*

PHONE

REQUESTS*

i have read and accept the terms of service™

* Required Information

Available Spaces: From the "Detail" request link located next to available suites under Leasing Info >

Available Spaces of your Portal. The Leasing Contact Section Group usually receives these emails.
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