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Getting Started

System Requirements

e Property employees who require access to Axis Portal ™ Tenant Requests must have
Internet access and Internet Explorer 6 or higher. Axis Portal™ is not compatible with Safari
or other web browsers.

e Tenant Requests within Axis Portal ™ is powered by Angus AnyWhere™, and in order to
function properly, pop-ups and cookies must be enabled in the web browser.

e Axis Portal ™ is designed for viewing at 1024 x 768 browser pixel resolution or higher.

Introduction to Tenant Request

Axis Portal™ Tenant Request, powered by Angus AnyWhere™, is a fully Web-enabled system
designed to manage and streamline the work order completion process.

A request is created when a tenant has a need for service. Requests are converted automatically by
Axis Portal into TR work orders. Tenants are able to make requests using the TSI (Tenant Service
Interface); they can also be made by Administrators on a tenant's behalf from within Axis Portal.

If sufficient information is provided in the request, the work order can be automatically assigned
and dispatched using the routing table (for more information on work order routing, see About
Work Order Routing and associated topics). Otherwise, the work order is placed in the Outstanding
list, where an Administrator may complete the details necessary to assign and dispatch the work
order.

Service Submission Methods

There are three ways that requests may be submitted for service:

1. The Tenant Services Interface Tenants can submit service requests via a Tenant Services
Interface (TSI) created specifically for your company. Tenants simply access the Tenant
Services Interface using their Internet Explorer browser and submit their requests.

2. Direct E-mail Requests can be sent directly to an e-mail address that is set up specifically for
your company. This can be used if the tenant does not have access to a Web browser or if
you do not have a TSI configured for your tenants. A confirmation e-mail will be sent to the
tenant for future tracking.

3. Manual Entry (Requests by Phone, FAX or in person) If the tenant does not have access to
the Internet, requests can still be made traditional methods such as phone, fax or in person.
Property staff can manually enter these requests into the system on the tenant's behalf.



Processing Work Orders

Once the request has been entered into the system, a work order is generated. Your Axis Portal TR

system provides work order routing which can automatically dispatch them to an Engineer. In some
cases, usually dependant on the method used to submit the tenant request; additional information
must be added to the work order before it is routable.

An assigned work order can be or printed, or electronically dispatched into the field to any email-
capable device. Engineers can directly communicate with the Axis Portal TR system, updating the
status of a work order in real-time. Engineers carrying BlackBerry™ devices can utilize a custom
Tennant Request application, allowing them to easily manage their work orders.

Administrators can view and manage work orders by accessing the Axis Portal™ administrative site.
Tenants and employees can subscribe to progress notifications via email. Tenants can additionally
be informed of the status of their request (and subsequent work order) through the Tenant Services
Interface (TSI).

Completed work orders can be closed once an Administrator adds a service and reviews tenant
chargeable amounts through the billing verification process.



Setting up Tenant Request

Tenants and Users

About Tenants and Users

Tenants who will be using the Axis Portal™ Tenant Request system must have been first added to
the system. Under each tenant, the individuals who will be submitting requests must be added as
well; these individuals are referred to as users.

To add, edit, or delete tenants and users refer back to the User Groups/ Tenants Setup section of
the Axis Portal Help Handbook.

Vendors

Control Panel > Setup > Vendors

About Vendors

Vendors are external tradespeople who are contracted for work. They are configured similarly to
employees, except they have no login information. Their electronic contact information is also
different. A vendor may have more than one contact phone number or electronic dispatch email

address. Certain reports are configured to distinguish hours and costs between in-house and
contracted (outsourced) labor.

Vendor Profiles

Vendor information is added, modified, and viewed on the Vendor Profile screen. Vendor profiles
contain contact, settings and device information.

Settings and Preferences

In this section of the screen, the Vendor availability is selected. The options are: Available on TR
Work Orders and Available on PM Work Orders.

Adding a Vendor

1. Click Control Panel > Setup > Vendors.
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In the Vendors section, click New Vendor. The Vendor Profile screen is displayed.

VENDORS “ Mew Vendaor H Refresh |

Company Mame A Vendor Type Active
HVAC Company HYAC W

In the Vendor Information section, click the Company Name field and enter the company
name.

Click the Address 1 field and enter the company address. Click the Address 2 field and
continue entering the company address if more space is needed.

Click the City field and enter the city.

Click the State/Province field and enter the state or province.
Click the Country field and enter the country.

Click the Zip/Postal Code field and enter the Zip or postal code.

Click the Main Phone field and enter the main phone number.

10. Click the Main Fax field and enter the main fax number.



11.

12.
13.
14.
15.

VENDOR PROFTLE

Vendor Information

Active Vendaor

Compary Mame | A & M Elevator Company Inc.

Address 1: |E|551 Georgetown Ln.
Address 2: |
City: |REE| Bank

StateProvince: | M1
Country: | USA

Zip/Poctal Coded | 28658

MainPhone: ||| 416-555-1234

ManFax:  ||426-555-2984
Larguage
Preference: Englis 3

If the vendor will receive dispatches for TR or PM, click the appropriate checkboxes in the
Settings and Permissions section.

Fill in the Dispatch Devices section for TR and/or PM.
Enter the Name and Phone number of the person who receives Work Orders.
Select the appropriate Device type and enter the e-mail address.

To send work orders to additional recipients, enter their address in the CC: field. (If there is
more than one, separate each address with a semi-colon).



Sattings and Permissions

Ayailable on TR Work Orders

Ayailable an PM Work Orders

Dispatch Devices

Tenant Request

Meme:  [William Douglas Phane: |416-535-1212

Device: | Email % | |odouglas@amelevator.com
Co

Preventive Mantenance

Mzmre:  |William Douglas Phome:  |416-535-1212

Dewicer | Email “ |-_'||:I|:|uglas@amelex'atur.cn*r‘

16. If there is an after-hours contact, enter their contact information in the After Hours Contact
section.

After Hours Contact

Mame: |Robert Engels Phome:  |416-555-1253

Email: |rengels@amelevator.com

17. In the Properties section, select the properties that the Vendor should be assigned to. Click
the property name in the Available Properties list, then click ">" to move this property to
the Assigned Properties list. To assign all properties to the Vendor, click "> > >".

18. To set a Default Property, which will be automatically displayed on the Home page and on
the Tenant Requests and TR Work Orders screens when the vendor logs in, click the
property name in the Assigned Properties list and move it over to the Default Vendor
Property box using the directional arrows. Click Set Default Vendor Property.

19. Click Save Vendor.



PO TLES

Default Vendor Property One
Corporate Tower - Sales

Available Properties Assigned Properties
One Corporate Tower One Corporate Tower - Sales
-
=
<
< <<

SET DEFAIAT VENDCOR PROPERTY

=

||| BACKTOLIST

Editing a Vendor

1. Click Control Panel > Setup > Vendors

Setup Content Manager

Places
Tenantz
Uzer Groups

U=er Search

U=er Registration
endors

Coverage

. e
=nateh Onfione

2. Inthe Vendors section, click the vendor name. The Vendor Profile screen is displayed.

VENDORS |New Vendar || Refresh |
Company Mame Vendor Type Active
HVAC Company HVAC v
John's Landscaping Landscaping ey
Roderic Art w

Pages (1): 1



3. Make any necessary changes to the Vendor Profile. See the Adding a Vendor topic for more
specific information.

4. Click Save Vendor.

[Sm: Vendor || Back To List

Deleting Vendors

Vendors cannot be deleted, but they can be deactivated. See Deactivating Vendors.

Note:
¢ Do not rename a vendor, as this will cause the vendor name to change in work order
histories as well. In order to maintain the integrity of your work order histories, it is
recommended that you instead deactivate vendors which you no longer use.

Deactivating Vendors

1. Click Control Panel > Setup > Vendors
2. Inthe Vendors section, click the vendor name. The Vendor Profile screen is displayed.

3. Click the Active checkbox to clear it.

Vendor Information

Active Vendor

4. Click Save Vendor.



Coverage Hours

Control Panel > Setup > Coverage
About Coverage Hours

Coverage Hours are the hours of operation for each property. Coverage Hours are used in
conjunction with the Work Order Routing and Escalation features and controls when and if
engineers receive work orders in the field.

Routing uses Coverage Hours to determine request assignment based on the time the request is
required. The Escalation feature uses Coverage Hours to determine when to start and stop
accumulating escalation time. Some reports list response time in Coverage Hours.

Shifts

Shifts determine the Coverage Hours. Coverage Hours can be comprised of multiple Shifts to
facilitate management of properties with more than one shift in operation. For example, a common
scenario is for a property to provide service for one shift on weekdays, and for a second shift on
weekends. Any number of shifts can be set up in order to best manage requests for each property.

Notes:
e Shifts cannot overlap.
e Work orders can be routed differently for each shift.
e Shifts cannot cross midnight. In such cases, create 2 shifts. For example, a property runs
from 8:00am to 1:00am. Create a shift from 8:00am to 12:00am, and a shift from 12:00am
to 1:00am.

Regular Hours and After-Hours

All hours accounted for in the shifts that are set up are considered to be "Regular Hours."
Remaining hours of the day that are not covered by shifts are considered to be "After Hours". Work
Order Routing can be defined for After Hours.

If Work Order Routing is not defined for After Hours, requests received during that time will simply
appear on the Outstanding list to be processed manually.

24-Hour Days

A Shift can be 24 hours a day by selecting the 24 hr checkbox when setting up or editing the Shift
information.

Property is Closed



If the property is closed for a day, indicate this by leaving the Begin and End fields blank as well as
making sure the 24 hr checkbox is not selected. The system will interpret this as property being
closed for that day.

Holidays

If the property will be closed for a holiday or any other day, temporarily change the Regular Hours
entries to accommodate this. On the Coverage Hours Settings screen, simply delete any entries for
that day and make sure the 24 hr checkbox is not selected. Be sure to change the Regular Hours
back to the correct configuration after the holiday has passed.

Setting up Shifts

1. Click Control Panel > Setup > Coverage

Setup Content Manager

Places

Tenants

Uzer Groups
User Search
Uzer Registration

Vendorz

Coverage

2. Click the Property field and select the desired property from the drop-down menu. The
Shifts screen is updated to display all shifts associated with the property you have selected;
if you have not set up any shifts yet, this list will be empty.

3. Click the Add Shift button.

Propercy: Hilbviawe Towers w

Lrj Coverage Hours

= J =
Wi Add 3hift | ¢ =l

Days Houra

Mrnday - Fridsne = AN - SR e

4. A pop-up window will open, allowing you to configure the new shift.
5. Use the Days drop-down lists to select the days that the shift covers.

6. Use the Hours drop-down lists to select the start and end time for the specified days. If this
is a 24-hour shift, click the 24 Hours checkbox instead.

7. Click Save to save the shift.



7] Add shift %

Days:  Saturday | v o sunday v 24 Howrs: [
Hours:  10:00 AM | v o SO0PM ¥
| o caus X Cancel

Notes:
e Dispatching only occurs during coverage hours.
e Requests dispatched in off hours will appear on the Outstanding list unless after hours
routing is required.
e Change for statutory holidays.
e Escalation only occurs during coverage hours.
e Hours are determined by shifts.
e Shifts cannot overlap.

Editing Shifts

1. Click Control Panel > Setup > Coverage

2. Click the Property field and select the desired property from the drop-down menu. The
Shifts screen is updated to display all shifts associated with the property you have selected.

3. Select the shift you want to modify, then click the Edit button.

Froperty: Hilview Towers -

(21 Coverage Hours

&3 Add Shift @ Dalete

Deya Houra

Wonday - Friday 200 AW - 5:00 P

Eaturday - Sunday 10:00 AL - 500 P |
Wonday - Friday 3:00 PM - 11:00 PR

4. Inthe pup-up window that opens, make any necessary edits. See the Setting up Shifts topic
for help in making changes to the fields.

5. Click Save.




[5 Edit Shift "

Cays:  Saturday |v o Sunday v 24 Hours: [
Hours:  10:00 AM | o S:00PM w
o Save || 3 Cancal

Deleting Shifts

1. Click Control Panel > Setup > Coverage

2. Click the Property field and select the desired property from the drop-down menu. The
Shifts screen is updated to display all shifts associated with the property you have selected.

3. Select the shift you want to modify, then click the Delete button.

Froperty: Hilview Towers -

(21 Coverage Hours

& Add Shift ,-,,"E:lt

Deya Houra

Wonday - Friday 200 AW - 5:00 P
Leturday - Sunday 10:00 Al - 5:00 PW
Wonday - Friday 300 PN - 11:00 FH

4. A confirmation dialogue will open. Click Yes to delete the shift.

Confirm M

Igl Are ¥ou sure you want to delete this shift?
L

[ Wes Ha

Note:
e There must be at least one shift configured for a property.



Scheduled Work Order Dispatch Options

Control Panel > Building Services > Tenant Requests > Work Order Routing
About Scheduled Dispatch Options

The Scheduled Work Order Dispatch Option provides an opportunity for scheduled work orders to
be automatically dispatched ahead of the due date and time.

TR Work Orders

TR Work Orders can be set to dispatch a specific number of hours ahead of the Requested Date and
Time. Work Order Routing must also be set in order for the system to dispatch these work orders.
Axis Portal™ allows future dated work orders to be dispatched up to 30 days in advance. This can be
configured for the entire property via Scheduled Work Order Dispatch options or for individual work
orders via Dispatch Options on the work order.

TR Work Order Dispatch Options

1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing

Building Services Setup Content Manager Document Library
.|

Tenant Reguests

MNew Waork Order j
Preventive Maintenang

Outztanding List Work Order Routing
Vizitor Security

Scheduled List Ezcalationz Setup

col

2. Under the Options tab, indicate how many days and hours in advance that scheduled work
orders should be dispatched.

3. Click Save.



T Work Drder Routing

[ﬁ.ﬂssmnnents “ﬁPuds [iﬂFomardnu ] /s Options ]

Dispatch Optiens

Dispatch Scheduled Work Orders before:

|1_ Days M Hours

[ispatch Motes: Oty Plumbong on strke.




Service Schedules

Control Panel > Building Services > Tenant Requests > Service Schedules
About Service Schedules

Service Schedules itemize all of the services provided to tenants. For each service, you can specify
whether it is billable or not, (If the service is not billable, the cost is still tracked.) as well as the
billable amounts, if the service is billable.

When closing a work order, Services Provided are inserted for billing and reporting. The rules and
rates for services are property-specific; however, Axis Portal™ can also accommodate tenant-
specific rules and rates. The list of services is conveniently grouped by request type on the Service
Schedules page and there is no limit to the number of services per request type.

Note:
e Tenants do not see the list of services provided and amounts.
e You can add as many services as you need for each Request Type.

Adding a New Service

1. Click Control Panel > Building Services > Tenant Requests > Service Schedules

Building Services Setup Content Manager Document Library

Tenant Reguesis ; y

New Work Order Service Schedules
Preventive Maintenane

Out=tanding Lizt Work Order Routing
Vigitor Security

Scheduled Lizt Ezcalations Setup
ol

Requires Dizpatch List Billing Werification

B e e

2. Inthe Filter section, click the Property field and select the desired property from the drop-
down list.

3. Inthe Services section, click New Service.

Propersh| Hilhiew Towers » | R=guest Type| Al b

4. Click the Request Type field and select the desired request type.

5. Click the Service field and enter the name of the service.



6. The Billable checkbox is selected by default. If this service is not billable, clear the Billable
checkbox.

7. Enter the costs in the Labor and Material fields if applicable. Click the Tax (%) field and
enter the tax amount.

8. If markup costs apply to this service, enter the amount in the Markup field. If the amount is
a percentage of labor and materials, click the Percentage checkbox to select it. Click the Tax
(%) field and enter the tax amount.

9. If Administrative costs apply to this service, the Admin field may be visible. (This field is
optional and is set up for the entire company.) Enter the amount in the Admin field. If the
amount is a percentage, click the Percentage checkbox to select it.

10. Click Save Service.

HEW SERVICE
F'I'CIFIETT.'}': Hillview Towers
Request Type: | Flumbing A
Service: General Maintenanca
[#]Eilabk
Amount Tax (o) Revenue Code Cost Cods
Labyar: 150.00 PN b
Mzteral: 25,00 0 = W
Marku; 0 |w|pPercentage 5| =
Summary
Subtotal; 5 175.00
Tan: 5 10,50
Totak 5 1B5.50
————
| save Service ]I Back To List |
Note:
e [f billing rules have been enabled for your company, they will be visible in the New Service
section.

Editing a Service

1. Click Control Panel > Building Services > Tenant Requests > Service Schedules

2. Inthe Filter section, click the Property field and select the desired property from the drop-
down list.

3. In the Services section, click the desired service. The Edit Service screen is displayed.



Proaeml[mmew Towers v| ReguestType All v|

SERVICES New Service Refresh
Heguest Type service Labor (§) Matenal (§) Markup(§) Sub-Total(§) Tax(§) Total (§)
Electrical Secinical 0,00 0.00 % 0.00 Q.00 0.00
0.0 0.00 0.00 0.00 0.0 0.00

30.00 50.00 0.00 30.00 0.00 80.00

0.00 0.00 0.00 0.00 000 .00

4. Make any necessary changes, then click Save Service.

Creating a Tenant Exception

Tenant exceptions can be used to define alternate billing schemes for specific tenants. To set up a
tenant exception, follow the steps outlined below:

1. Click Control Panel > Building Services > Tenant Requests > Service Schedules

2. Inthe Filter section, click the Property field and select the desired property from the drop-

down list.
Prapert [ Helhdiewr Toweers w | Reguest Type All VE
SERVICES Hew Service | Refresh

3. Scroll down to the Tenant Exceptions section, click New Tenant Exception.

Security Service SEQutily Service 0.00 0.00 0% 0.00 0.00 0.0

TENANT EXCEPTIONS / OVERRIDES Refresh
Tenant Request Type Senvice Labor (§) Material (§) Marawo (8] Sud-Total (5) Tax (§] Total (§)
Acme Graphics Inc. Hecwical Fuse Box 10.00 2.00 .00 30.00 3.% 33.%
Andarsen and Light Suibs & ¢ < e e

Eredmon Balasts Repiace Ucht Bulb 0.0 0.00 0% 0.00 0.00 0.00
Elaze Prtng HVAC - After Hours _;;L”w 150,00 0.00 0.00 10,00 2250 17250

4. Click the Tenant field and select the tenant from the drop-down list.
5. Click the Request Type field and select the request type.

6. Click the Service field and select the service.



7. The default billable information at the property level is displayed. Make any necessary
changes for the tenant exceptions and click Save. If this service is not billable, clear the
Billable checkbox.

8. For labor or material costs, click the Amount field and enter the amount. Then click the Tax
(%) field and enter the tax amount.

9. For Markup costs, click the Amount field and enter the amount. If the amount is a
percentage of labor and materials, click the Percentage checkbox to select it. Then click the
Tax (%) field and enter the tax amount.

10. Click Save Exception.

NEW TEMANT EXCEFTION

Property: Hilview Towers
Terant: Acme Graphics nc, !
Request Type: | HWAL - After Hours .
Service: HWAC - After Hours - Weakend Hours i
[¥IEilzhiz
Amaunt Tax (%)
Labor: 200.00 15
Material: n.o0 0
Markup: 0.00| [Jrercantage o
Summary
Subtotal: 5 200,00
Tau: § 300
Totak 3 220.00
Note:
e If billing rules have been enabled for your company, they will be visible in the New Service

section.

Deleting a Service

1. Click Control Panel > Building Services > Tenant Requests > Service Schedules

2. Inthe Filter section, click the Property field and select the desired property from the drop-
down list.



moemi[u IMew Towers v | Requestype Al v/

SERVICES New Service | Refresh
Request Type service Labor (§) Material (§) Markup (§) Sub-Total (§) Tax($) Total(s)
Electrical Secirical 0.9 0.00 o% 0.00 0.00 0.00
Fuse Box 0.00 0.00 0.00 0.00 0.00 0.00
e nittEn Poye Clte 30.00 50.00 0.00 3000 000 80.00
Power Dufete 0.00 0.00 0.00 0.00 0.0 0.00

3. In the Services section, click the desired service. The Edit Service screen is displayed.

4. Click Delete Service. A pop up window will be displayed asking for confirmation. Click Yes to
delete service.



Work Order Routing

Control Panel > Building Services > Tenant Requests > Work Order Routing
About Work Order Routing

The Work Order Routing feature provides a time-saving solution for Administrators in the process of
assigning work orders. Routing automatically assigns and dispatches these new work orders to
selected employees or vendors based on the request type.

When a request is entered into the system, the system will observe which shift is active at the time
of the request. Every request entered into the system has a request type, even if only Unspecified.
The system will then check to see who is responsible for requests of this type during the current
shift.

If Work Order Routing is not used, or if there are no employees for a particular request type in the
current shift, the new work order will be displayed on Outstanding and Requires Dispatch lists.

Work Order Routing Modes

Routing can be configured at a property level, or if a property consists of more than one building,
routing can be configured at a building Level. This allows Axis Portal™ to accommodate routing for
Engineers who may not work in every building within the property.

Note:
e The routing mode choice must be made at the time that the property is setup in the system.
Building mode is only available to those properties with multiple buildings.

Requests Made After Hours

If a work order has been entered outside of shift hours ("after hours"), the system will dispatch the
work order at the start of the next available shift.

For example, consider a new request submitted on Friday at 6:00pm, during which no employees
are available to receive work, as defined in Work Order Routing. Suppose that the next shift during
which an employee is available to receive work is Monday between 6:00am and 12:00pm. The
request will be auto-routed on Monday at 6:00am.

The Unspecified Request Type

If a request is submitted via e-mail or a request type is not selected on the “Request Entry" page of
the Tenant Request website, the request will default to an Unspecified type. The Unspecified
request type can be selected by employees or tenants when the type of work is unclear.



Unspecified requests can be assigned to an employee just like any other request type. For example,
all Unspecified request types could be routed to an administrative employee so that they can then
be assigned to the appropriate trade employee.

Setting up Work Order Routing

The Work Order Routing list allows you to configure the default employee assignment for each
request type for each shift. For more information on coverage hours, see the Coverage Hours

section.

1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing

Buiding Services Setup Content Manager Document Library

Tenant Reguests

MNew VWork Order Service Schedules
Preventive Maintenang =

QOutstanding List Werk Order Routing
Vizitor Security
col Scheduled List Ezcalatiocnz Setup
- Requirez Dizpatch List Billing “erification
Surveys

2. By default, the Assignments tab is displayed. Using the drop-down list provided, select the
property which you would like to set up routing for.

3. If building-level routing is activated, you will also be able to select a specific building from
the drop-down list provided

4. Click on the shift beside the request type you want to configure routing for. A drop-
down list will appear, allowing you to assign routing for the shift you have selected.
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[bs Assignmients | g Foots || 58 Forwerding | 5 Dptions
Eu-nr-}l i d |Prn=verw aved routing & ON

Heuest Tyn= ::ﬂ:'l‘:ld.::l-.l::n“m ':.J':Bc:rﬁ :Tn?m i-l
Elcirical of  Joe Samao Katry Smim
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5. Repeat this process for each request type that should have routing assigned.

6. If there are any general dispatch notes that should displayed on a work order, enter them in
the property's general Dispatch Notes text box located under the Options tab.

2, Work Order Routmg
P Assgrments || g Peds | 58 Forwardng

Despeatoch Dptioms

Dispatch Schaduled Work Orders before 1 pays 0 Hours
Deepatch Notes

Gty Plmbing on strke,

About Dispatch Notes

Dispatch notes can be assigned to request types in order to help Administrators decide how to
dispatch work orders that require more complex considerations. For example, when more than one
vendor is available to respond to a request type, a dispatch note may be added to the request type.



Dispatch notes are internal notes which assist the dispatcher in assigning a work order. When a
Request Type with a dispatch note is selected in a work order, the dispatch notes appear in the
Assign and Dispatch pop-up window as a link which can be clicked on.

=] Assign and Dispatch ¥
.*-55};" ta:
Bab Srrithy Mo | | Aube Sssig

Instrnuctions:
My office & too hot,

{% Depatch mmediately

o Save I Cance

Adding Dispatch Notes

Dispatch notes are designed to help Administrators communicate important information to each
other to help them in the course of their day. These are internal notes that are displayed when
dispatching work orders in Axis Portal™; they are not dispatched with the work orders.

To add Dispatch Notes:

1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing

2. Click the Property field and select the desired property from the drop-down menu.

3. Locate the request type which requires a dispatch note, then click the Add Note icon (&)
beside it. The Set Dispatch Notes pop-up is displayed.



Proparty: | Hilkviawr Towars w

% Work Order Reuting
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4. Enter the dispatch notes.
5. Click Save.

¢y Set Dispatch Notes ¥

Dispatch Motes:

|I| o Save n', & cancel |

Work Oder Forwarding

Control Panel > Building Services > Tenant Requests > Work Order Routing

About Work Order Forwarding

Setting up forwarding rules allows you to temporarily reassign work orders without modifying the
routing table. This is especially useful when someone is on vacation or away due to illness. Once the

employee is available again, you can remove the forwarding rule to restore standard routing.

Notes:



Work orders that were assigned to an employee before the forwarding rule was set up must

still be manually reassigned by the employee.
e You must delete a forwarding rule to deactivate it.

Adding a Forwarding Rule

1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing
2. Under the Forwarding tab, click Add Forwarding Rule. The Add Forwarding Rule window will

open.

& Work Order Routing

|k Assigrments | g Pools || 3% Forwarding | <% Cphars

@.'rln Forwarding Rule ]| - 7 3

Forward From TO

J0 TErN3TeS 1D DISpISY

3. Use the drop-down menus to fill out the Forward From and To fields, then click Save.

2] add Forwarding Rule %
Forward From: Bill Morrow b
To: John Smythe ~

[ o save ||, ¥ cancel

—

4. |If there are any discrepancies in the forwarding rule, they will be marked with a
Discrepancies occur when the two employees are not assigned to all of the same properties.

Move the mouse pointer over the - to view a list of properties not covered by the

[}
employee being forwarded to.
e This issue can only be corrected by choosing a different employee to forward to, or
by modifying the properties that are assigned to the employee.
Forward From To
Bil Momow John Smythes iy Himsing Properties
Carroll Corporate Plaza

Harmill Court

Pire Valey Terrace
Southaide Dffice Park
Turrer Center



Editing a Forwarding Rule

1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing
2. Under the Forwarding tab, select the rule you would like to modify, then click Edit. The Edit
Forwarding Rule window will open.

2 Work Order Routing

b assigrments || @ Pocls | 58 Forwarding | <3 Ootions

i) ndd Forwerding Rule | <7 Edit [&) Dkt

Forwand From ToO

Jog Sameon Bob Smithy

3. Using the drop-down lists provided, modify the forwarding rule as needed.
4. Click Save.

] Edit Forwarding Rule %
Forward Frome Joe Samson b
To: Bob Smithy ¥

| e save ||| X cancel

Deleting a Forwarding Rule

1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing

2. Under the Forwarding tab, select the rule you would like to remove, then click Delete. A
confirmation window will open.

2 Work Drder Routing

b Assigrments || g8 Poos | 58 Forwarding | L} Options

@-‘ Add Forwarding Rule _z,,’“Elm @ Dektz

Forward From To

Joe Samszon Bob Smithy

3. Click Yes to delete the rule.



Confirm %
é' Are wou sure you wank to delete this Forwarding Rule?

| Wes | No

Pools
About Pools

Pools are predefined groups of employees. After setting up one or more Pools, you will be able to
assign work orders to Pools, either by using the routing table, or by manually assigning a specific
work order to a pool.

When a work order is assigned to a Pool, the work order details are sent out to every employee in
the Pool. Each employee has the option to accept or reject the work order, the same as any other.
The first employee to accept the work order will be assigned to it; all other employees will have the
work order retracted from their device.

Creating Pools
1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing

2. Under the Pools tab, click New Pool. The New Pool configuration window will open.

Property: Hillvizw Towers -

4B, Work Order Routing

| Assicnmerts || g Pools B8 Forwarding 15f Opbons

> = Fa
'\3'”&“ Poo L =

3. Enter a name for the Pool.

4. Use the drop-down menu to select an employee to add to the Pool, then click Add. Repeat
this step until you are finished adding employees.



2 New Fool e

Pool Mame: HWVAC Tezm

Employees

| - || 2aa
Employess (16)
Adriana Bastone "
Alphonsg Framco

Asi Roll

Bil Morrow

Bob Smithy

Dam=n Dos Ramos

183
o

George Martiner
Jos Samson
Johin Smythe

| Kathy Smith
Kreten Holmas
Laurence Arir

| Maria Agapio
Ravi Klimar

| %

5. You can remove an employee from the list by clicking X beside the employee you would like
to remove.

6. When you are finished, click Save.

£ Niew Poal %

Ponl Marme: HWAC Team

Employees
v | | @ Add

Bruno Calisto =

John Smythe o

Sheia Jackson o

| o saue | # cancel
Editing Pools

1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing



2. Under the Pools tab, select the Pool you would like to modify, then click Edit. The Edit Pool
configuration window will open.

42 Work Order Routing

[ Assionments | g Pools | BB Forwardng || 12 Ootions
& Kaw Pool @ Delata
HVAC Team
Hame: Dewice: Address: Available <1
Bruna Cal=in Hone Wies
John Smyiha Emai amyihe_johni@hotmail.com el
Shela Jackson None L=

3. Edit the pool name if required.
4. To add more people to the pool, use the drop-down menu to select an employee, then click
Add. Repeat this step until you are finished adding employees.

L2 Edit Pool =

Pon! Mame: HWALC Team

Employees

» | Aad
Employecs (16) £ 4
Adriarg Bastone x
Alphonso Franco

Asi Raoll

Bil Morrow

Bob Srithy

Dziren Dos Ramos

Gaorge Martinez
Jog 5amsan
John Smythe
Kathy Smith
Krsken Holmes
Laurence Ariri

| Maria Agapimo

Rawi Kiumar L

5. You can remove employees from the list by clicking X beside the employees you would like
to remove.

6. When you are finished, click Save.



S Edit Pool

x
Poal Harme: HVAC T=zm
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v | | Add
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Sreila Jackson -

o save ||| 3 canca

Deleting Pools

1. Click Control Panel > Building Services > Tenant Requests > Work Order Routing

2. Under the Pools tab, select the Pool you would like to remove and click Delete. A
confirmation window will open.

<2 Work Order Routing

s 2ssgnments || g Pools | 5B Forwardng | 0% Options

& New Pool | &7 Edit
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3. Inthe confirmation window, click Yes. The Pool has now been deleted.

Confirmation Required ><

@ Are you sure you want to delete this Pool?
k. v

| L i | Mo




Escalation

Control Panel > Building Services > Tenant Requests > Escalation Setup
About Escalations

Escalation subscriptions must be configured for employees in order to receive escalation notices
(Contact Axis Portal Support to set up escalation subscriptions). These alerts can serve as a
reminder of work that has not started or completed. For example, if a work order is not started
within the required time, an email can be automatically sent to any employee to notify them that
the work order is idle. This tool can be helpful when there are many work orders to manage as it
ensures that they do not get overlooked.

Escalation alerts can also be sent when work is not completed within a specific time frame. The
length of time before escalation alerts are dispatched can be configured for each request type on
the Escalation page. These alerts can be customized and are not interdependent. (l.e. Any
combination of escalation alerts can be used or they may not be used at all.)

Escalation time accumulates only during the property's coverage hours. Escalation times are re-
calculated whenever the work order is updated.

Note:
e The escalation feature is designed to help manage Work Orders and to help ensure that
they are not overlooked. This feature is not intended to be a tool to watch over employees
and the times entered should be within reason.

Escalation Alert Configuration

For each Request Type in each Property, three Escalation Alerts can be configured:

e Level 1 Sends a notification when a work order has not reached Work Started status within
a specified period of time.

e Level 2 Sends a notification when a work order has not reached Work Started status within
a specified period of time.

e Level 3 Sends a notification when a work order has not reached Work Completed status
within a specified period of time.

For more information, see the topic Setting up Escalation.




Setting up Escalation

1. Click Control Panel > Building Services > Tenant Requests > Escalation Setup

Building Services Setup Content Manager Document Library

Tenant Requestz
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2.

In the Filter section, click the Property field and select the desired property.

3. In the Escalation Settings section, for each desired request type, enter the times for each
desired level of escalation.

Propertyl One Corporate Tower - Sales [V]

ESCALATION SETTINGS

Level 1: Interval Level 2: Interval Level 3: Interval

Before Wark Before Wark Before Wark
Request Type Started Started Completed
_ (hb:mm) (hb:mm’ (hb:mm’
After Hours Electric / Lights

After Hours HVAC

4. When you are finished, click Update at the bottom of the escalation settings page.

Cancelling Escalation

1. Click Control Panel > Building Services > Tenant Requests > Escalation Setup
2. Inthe Filter section, click the Property field and select the desired property.

3. Delete the times under each escalation level for the affected request types.



Prnm-ni|_|-h|rnew Toviers -
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4. When you are finished, click Update at the bottom of the escalation settings page.



Using Tenant Request

Control Panel > Building Services > Tenant Requests
About Tenant Requests

The Tenant Request module allows users to record work order requests, indicating the location of
the work that needs to be done, and by whom the work was requested — either by a tenant, an
employee, or an employee on behalf of a tenant. All requests are displayed in your Axis Portal as
work orders, which are in turn dispatched to tradespeople, who may be either employees or
vendors.

Requests are entered into you Axis Portal™ either electronically via e-mail from the tenant, through
a configured Tenant Services Interface (TSI) or Tenant Portal, or are entered directly by
Administrative or Call Center staff on behalf of the tenant.

Axis Portal™ automates Work Order Routing for electronically submitted Tenant Requests. When a
new Tenant Request is received by the system, Axis Portal™ will attempt to find an Employee or
Vendor for the stated Request Type in the current shift. If a tradesperson can be found, a Work
Order is automatically assigned and dispatched to that tradesperson.

If no tradesperson can be found, a work order is still generated, but will be placed in the Requires
Dispatch and Outstanding Lists. Administrative or Call Center staff can process the work order from
there by assigning and dispatching the work order to an employee or vendor.



Tenant Request Lists

Control Panel > Building Services > Tenant Requests

The TR lists can be accessed in Axis Portal by clicking on Building Services, then clicking on a specific
TR list as shown below.

Building Services Setup Content M3

—

MNew Waork Order

Tenant Reguests

Preventive Maintenags
Qutztanding List
Vizitor Security
Scheduled List

col

Reguires Dizpatch List
Surveys

Ezcalated List
Search

e T =

Each TR list displays work orders which fall under a specific classification or state in the work order
life cycle, as follows:

Outstanding

The Outstanding list provides a general overview of all work orders that are currently
outstanding and have not yet been completed. Please note that the Requires Dispatch,
Escalated, and Estimates lists are subsets of the Outstanding list; depending on the specific
status of a work order, a work order in the outstanding list may also appear in one of these
other lists.

Scheduled
The Scheduled list displays all TR work orders where the Required date is set in the future.
Requires Dispatch

The Requires Dispatch list contains work orders which need to be dispatched; work orders
in this list may also require assignment before they can be dispatched.

Escalated
This list displays all work orders that have escalated.
Estimates

This list displays work orders which either require an estimate, or have an estimate attached
to them.

To Close

The To Close list displays all work orders where work has been completed but have not yet
been closed. This list also includes a Pending Invoice column, which can be used to sort the
list and group together work orders with a pending invoice.

Billing Verification

All work orders which require billing verification are displayed in this list.



List Controls

Additional controls are located at the bottom of each list, as shown below:

2 i Dispatched Aug 20, 2010 HVAC too hot Turner Services One Corporate... Adam Medema
Actions Required: None (Open
Assigned To: gam M
Location:

sorale TOWar » wer One s 17 » 17th Floor Women's Rest

| L v

Page 1of15 P Pl  Records perpage :, Refresh :_]Deug Displaying 1 - 20 0f 293

Page Controls

Lists are paginated; when there are more work orders in the list than can be shown on a single
page, the Page controls allow you to switch between pages in the list.

Page 1lof1s| kWl

There are three ways to navigate between pages:

1. Type a page number into the Page field, then press [Enter] on your keyboard.

I4

2. Usethe and d buttons to go directly to the first or last page, respectively.

4

3. Usethe and 4 buttons to go to the next or previous page, respectively.

Records per Page

You can adjust the number of work orders displayed on each page by adjusting the records per page
slide. You can display between 20 and 100 records per page.

Records per page; ===

Refresh Button

All TR lists automatically update themselves every 90 seconds; however, you can also use the

Refresh button (| &0 ) t6 manually update the list at any time.

Details Button



By default, all lists show additional information for each work order entry on a list, such as Actions
Required, Assigned To and Location. You can hide or show this information by clicking the Details

button ( =|Detais ).



Adding a TR Work Order

1. Click Control Panel > Building Services > Tenant Requests > New Work Order or the

( |-} New Work Order ) button from any of the applicable TR Lists as seen below.
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2. The New TR Work Order screen is displayed.

3. If you do not have call center mode enabled but would like to use the Contact Search
interface, click Contact Search (otherwise, proceed to Step 6). If you have call centre mode
enabled, you will be taken to the Contact Search screen first, as described in Step 4.

[=] Mew TR Work Order

Requester Information

[] Requested by Employes
Contact: Alex Anderson 3w

Erter at least three characters, Or usejContact Seardh

Tenantz M [

4. If you have call center mode enabled, you will be taken directly to the contact search
screen. To locate a contact, fill one or more of the provided fields and click Find Contact.
Next, double-click a contact in the Contacts Found section to proceed to the next step. If the
contact's name is already known, you can optionally click Skip and proceed to the next step.

e You can also enable or disable Call Centre mode by checking or unchecking Always
take me to Contact Search first on this screen.
Note:
e You must enter at least 3 characters in to one of the following fields: Contact Name, Email
Address or Contact ID. All other fields are optional.

5. Once you have double-clicked on a contact, or if you do not have call center mode enabled,
you will be taken to the New TR Work Order screen.



£, Contact Search

Contact Name: tracy Property/Buiding:
Emai Address: Foor:

Contact ID: LoGaton/Sute:
Tenant:
— — —
Always take me to Contact Seud]E Find Contact [ (3 sk X cancel
3 Contact Found

& New Contact
Contact Name _ Contact D Emad Address  Tenant Pr Buis Floor Sute

Tracy Tyler O0e48148d-5c.. tracytyler@a.. ADAMS HAR . One Corporat.. One Corporat
T racy Ty 0al81SRd.Cc tracy Bar@la . ADAUSHAR  Ona Corporst.  Tower One

6. If the Work Order has been proactively reported by an employee, click Requested by
employee, then click on the drop-down menu and select the employee.

=] Hew TR Work Order

Requeastor Information

[#] Regquestad by Employee

Employee: | Boris Howell

7. Click the contact field, and enter the contact's name (this information will already be filled
in if you made use of the Contact Search screen described above). After entering at least
three letters of the contact's name, you will be presented with a drop-down list of possible
matches. Select the appropriate contact from the list.

Regquasted by Employee

Employee: Boris Howel K|
Contact: andersor]| -
Alx Anderson
Tenant: Anderson and Friedman (Hilview Towers)
May Andersan
Anderson and Friedman (Hilview Towers
Work Order Location il Andarsan
Prapercy HibFiz e | ovrars v

8. Once a contact has been selected, the Tenant and Work Order Location fields are
automatically filled in. If needed, the work order location can be overridden by using the

drop-down menus provided.



10.
11.
12.

13.

14.

15.

16.
17.

Work Order Location

Propearty: Hiksiaws Towers b
Bulding: Hikilaws Towers 11 ¥
Floon L *
Suite: 101 >

Next, scroll down to the Work Order Details section.
Using the fields provided, select a Request Type, Trade and Priority.
Next, fill in a description for the work order.

In the Required section, select either As Soon as Possible or At and use the menus provided
to select a date and time that the work is required.

When you are finished, click Create Work Order.

Work Order Details

Request Type: After Hours HVAC x

Trade: Engneenng L

Priority: 1 e

Drescription: There i a faucent flaoding the 4th floor women’s bathroom. Please fcl
Required: (& As Soon As Possble

4 AL 3

Additional Information

Referance Murmber:

o Creats Work Order X Cancsl

The Work Order Confirmation screen is displayed. This contains a summary of all
information entered.

You can assign the work order from this screen either by selecting an employee from the
drop-down list, or by clicking Auto-Assign. The auto-assign feature will attempt to assign the
work order based on your routing table.

If there are any dispatch notes, they will be listed beneath the Instructions field.

Depending on when the work was required, you will have the following dispatch options to
choose from:

e [f the work order is required immediately, you can select either Do not dispatch or
Dispatch immediately.



e If the work order is required at a future date, you can select either to dispatch the
work order a certain number of days and hours in advance, or to dispatch
immediately.

18. Click Finish to complete the process and return to the work order lists, or Finish and View to
instead display the newly-created work order.

=] work Order Confirmation

+" Confirmation # 1033823

Requested by:  Alex Anderson from Ancerson and Friedman

Location: Hilvigw Towers = Hikiaw Towers I 1 = 101
Request Typa:  Housskeeping

Trade: Jenianzl

Required: As Soon As Possible

Assign and Dispatch (Optional)

Assign to: Bob Smithy M Ak Assign
Instructions: Spllin raception araa.

Viaw Dipatch Motas
() Do not dispatch

) Dispatch immediateky

| @ Finizh |i|-_'—lF'nis'1 and View



Finding TR Work Orders

Tenant Request Work Orders are displayed in the Tenant Request folders found under Home.

Each list in the Tenant Request folder displays work orders in various states, as described below:

List

Outstanding

Description

Displays all work orders which are due but
not yet completed.

Scheduled

This list shows all future-dated work orders.

Requires Dispatch

All work orders which have not yet been
dispatched are displayed.

Escalated

Escalated work orders are shown.

To Close

Lists all work orders which have been
completed but not yet closed.

Billing Verification

Displays the billing verification interface,
allowing verification of billing for all billable
work orders.

Each list can be sorted by ID, Required Date, Request Type, Tenant, Property or assignment
(Assigned To). There is also an additional field in each list by which items can be sorted:

Outstanding Last Event
Scheduled Received
Requires Dispatch Last Event

Escalated

Escalation Level

To Close

Last Event

It is also possible to filter lists using the Property, Request Type and Assigned To drop-down lists.



| Al Request Types

27251772 Dispatch Fail. Nov 3 at1:06 pm
Actions Required: Dispatch (Open)
Assigned To: Lauren Taylor

Location: One Corporate Tower » Tower One » 01 » 110
Details: R is too cold next to my desk —see me for details

27000722 Open Oct 14 at 10:53 am After Hours ...

Actions Required: Dispatch (Open)
Assigned To: Unassigned

Location: One Corporate Tower » One Corporate Tower
Details: test

28990028 Open Oct 130t 241 pm Jandocial /N

D' 'I.utem ' Required zaequestTwe'Tm

HVAC too cold Turner Servi..

Downey Sa

One Corpora



Updating TR Work Orders

Overview

The following is a basic overview on updating the various sections of a work order. For more
detailed information on editing work orders, please refer to the additional topics within this section.

1. To update a Tenant Request work order, first locate the work order you would like to
update. See Finding TR Work Orders for additional details.
2. Once you have located the work order you would like to update, click on the work order

number, or double-click on the work order's row.

[ TR Work Drders

alRegues! Types ¥ || Assi ¥ K Reset o D=patch
0~ Last Everi Raqured Recuest Type Tenant Bropery Ansmned To

ik I Open Wor 2% at 1154 om Houekezzing Anderage ond Fric...  Hamdl Court s
Actiond Required: Dagstch (0pen)

Ageigned Te: Unassgned

Lo i Hamdll Coust = Haradl Courl » 1 = 1011

Details: Spill in necephon area

10183 Oper Wor 2% af 1145 am HWousekesaing Ardemer and Fre Hamdl Court

3. If another user is currently editing the work order, you will receive a warning (example
below):

Angus AnyWhera

The work Ordar & checkad out by Paul Lorantz for 0 hour(s) and 3 minuta(s).
%  Check out anyway?

e Hao

If you receive this message, click Yes to proceed, or No to return to the work order list.
4. The work order is displayed.
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The Refresh and Print buttons are located in the top-right corner of the screen.
e Selecting Print will print a copy of the work order.

e Selecting Refresh will reload the information in the work order, displaying any changes
which may have been made since the time it was originally opened (or last refreshed).

“Z Refresh (= Print =

To the left, the work order details are displayed. To edit a section of the work order details,
click on the Edit link which corresponds to the section of the work order details which you
would like to modify.

e Hovering your mouse pointer over the name in the Contact field will display a popup
containing detailed contact information.

5] Work Order (Open)

Work Order #: 1011395
Source: Intemal

) RECIUESTED BY

Contact: John Smith
Tenant: &ndersan and Friedman
) LOCATICH

Property: Hamil Court
Building: Harmil Court
Floor: 1

Su=; 101

(EdE)

= DETAILS
Feguast Typa: Housakeaping
Priarity: 3
Description:

Spill in recaption zrez.

Received: Mar 29, 2010 at 11:54 am
Requred: 85 Soon As Posshle

In the popup window that opens, modify the information as needed and click Save.

The Assign and Dispatch section is located under the Workflow tab to the top-right. To

modify this information, click the Edit link.

e Hovering your mouse pointer over the name in the Assigned To field will display a
popup containing detailed contact information.



10.

11.

12.
13.

L Worddlow || "5 Mescages [7) | MY Schedule Ectmatz
Acgeignad To: John Smythe
Instructions Saime as the Work Order description

(EdIt)

In the popup window that opens, modify the information as needed and click Save.

The History section is located below the Assign and Dispatch section. To add an event to the
History section, click Start Work, Complete Work, or Other Events.

If you would like to edit an existing event, select the event and click Edit. Please note that
not all event types can be edited.

LEUiL

=2 History

& Start Wort |q;,=" Complets ul' ||:|:| &f Evenls -l |l o ' =5

D= Event Employee Tirre Taken Updated By

War 28 at 11:54 am 0 pe=n Documentafion @A

In the popup window that opens, fill in the event details and click Save.
The Services section is located below the History section.

e To add a billable service, click Add Service. In the popup window that opens, use the
fields provided to enter the service's details and click Save.

e To indicate no services will be recorded, click No Services.

e To modify a service that has already been added, select the service from the list, then
click Edit. In the popup window that opens, modify the information as needed and click
Save.

e To delete a service that has already been added, select the service from the list, then
click Delete.



=1 Services

D)

@A{Id Serice ﬂ Ho Bilable Services Leaze: 4 <none=

I Sanvice Bilatie E=tarnal Quantity Totel

Mo SEMlcE records



The Workflow Tab

The Workflow tab, located towards the right of the work order, displays information related to the

current status of the work order. This information is divided into three sections: Assign and

Dispatch, History and Services.

4 G Dok
() Weork Onder (Ogen)
Veore Oocar & 10113905
seurcs inteeny
4 RQ
Contact 1eha Soih
Terset Anderser 33 Fredman
(Cde)
L ety Hivew Towes
By g Hirew Towes |
Foor 2
Sume: 202
(Eg®)
P
Requent Tyoe Hauseteaong
Proek 5
Dexrouen:

Sod 0 wecepton ared.

Recened Har 29, 2010 3t 1154 am
fecured: As So0s As Poasie
(EdE)

Updating Work Order Details

The Work Order details section is located to the left of a work order. This section contains basic
information input by a tenant or employee, such as whom it was requested by, the location and

details of the request.
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1] Work Onder (Open)
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1. To edit a section of the work order details, click on its associated Edit link, as highlighted
below.

] Work Order (Open)

Work Order #: 1011395
Source; Intemal
' REQUESTED BY

Contacz: lohin Smith
Tenant: Andersan and Frizdman
(Edi)

) LOCATION

Property: Hillview Towers
Building: Hiltview Towwvers T
Floor: 2

Suitza: 202

(Edr)

& DETAILS

Request Type: Housekeeping
Priormy: 3

Description:

Spill in reception arez.

Received: Mar 29, 2010 at 11:54 am
Fequred: A5 5000 As Posshie
(Edic)

2. A popup window will open, allowing you to modify the details (the example below shows
the Location popup). Modify the information as needed, then click Save to update the

information.

] Location %
Property: Hikview Towers ~
Building: Hibvieww Towers I -

Floor: z w
Suie: 202 v
| W Save | # cancel




The Assign and Dispatch Section

1. The Assign and Dispatch section has two fields: Assigned To and Instructions. To modify this
information, click the Edit link. A popup window will open.

o3 Workflow - M=ssages [0} f Schede Estimate
Aseigned To: (rane}
Instructions Semez as the Work Order description

2. You can assign (or re-assign) the work order by either using the drop-down menu provided,
or by clicking Auto-Assign. The auto-assign feature uses your routing table to determine the
tradesperson or vendor that should be assigned to the work order.

3. You can also add or modify the instructions that will appear on the work order. By default,
this text will be identical to the Description field in the Work Order Details section, located
to the bottom-left of the work order.

Note:
e Modifying the Instructions field does not alter the Description field in the Work Order
Details section.

4. The Dispatch Notes link displays any dispatch notes associated with the property or Request
Type. Dispatch notes are not displayed on work orders; they are meant to help provide
guidance when assigning work orders. To see the dispatch notes, move your mouse over the
link; the notes will appear in a tool tip.

5. If an assighment was made Dispatch Immediately will be selected by default. If you want to
assign the work order but not dispatch it for the moment, select Do not dispatch.

6. Click Save. If you selected Dispatch immediately, the work order will be dispatched.

- | Amssgn amd Depetch *
Asgign o Waterford Jankorial Services % |
[rstnackans Sl i reception arsa.

ew [Epatch Hotes

™ Do mat depatch

% Dispatch mmadiataly




The History Section

The History section, located under the Workflow tab, displays a chronological record of events
related to the work order's status. The table below displays a list of all events which can be added
to a work order's history.

Event Types (History Section)

Note:
e Some events can be configured by default to trigger a tenant notification email, or can be
set to do so on a case-by-case basis. For more information, see Tenant Notification Events in
your Axis Portal online help.

Event Description

Open | The work order has been created, but not assigned or dispatched.

Assigned | Indicates the work order has been assigned but not dispatched.

The work order has been dispatched, but not yet accepted or

Dispatched rejected.

The attempt to dispatch the work order could not be completed.
This is often caused by misconfiguration in the tradesperson’s
Dispatch Failed | profile in Axis Portal (missing/ incorrect device email address), or a
problem with the Engineering device (loss of signal or inactive
device).

Accepted | The work order has been accepted by the tradesperson.

Rejected | Indicates the work order was not accepted by the tradesperson.

Travelling | The tradesperson is en route to the site.

Delayed | Indicates that work has been delayed.

Work Started | The tradesperson is on-site and has begun work.

Work Completed | Indicates work has been completed.

Cancelled | The work order was cancelled.

Adding a Work Started Event (History Section)

1. To add a Work Started event to a work order using your Axis Portal, click Start Work in the
History section. The New History popup is displayed.



;| History

& Start Work |%® Compiete Work | Other Evenis — | P

Dat= Eweni Employee Tme Taken Updaied By
Mar 30 at 1212 pm Dispatched \ratarford Jantorial Bl Momow
Mar 30 at 1212 pm Amsigned \Waterford Janitorial .. BillMomow
Mar 30 at 1209 pm Qpen Bl Moimpw

2. Using the drop-down lists provided, enter the date and time that work was started. By
default, the current date and time is used.

3. You can also modify the tradesperson that is performing the work.
4. You can add any additional information in the Details section.

5. If you would like to notify the tenant that work has started, place a checkmark beside Notify
Tenant.

6. Click Save to add the Work Started event.

] mew History - Start Work ®
Date: n3/30/2000 3] 2:37 FM v
Empioyes: viaterford Jantoral Services ¥
Datails:
Motify Tenant?: |

| o save || ¥ cance

Adding a Work Completed Event (History Section)

1. To add a Work Started event to a work order using your Axis Portal, click Complete Work in
the History section. The New History popup is displayed.



5 Histary

& start Work | &* Completa Work || Ciher Eventz « | o7 Pt

Dite: Ever Employes Time Taksn Upsdated By
War 30 at 12:12 pm D=paiched Wabsrford Janiorial.. Bil Momow
War 30 at 1212 pm Azsigried Watzrford Jantorial Bl Mooy
War 30 at 12:09 pm Open Bil Momow

Enter the date and time that work was completed.
If necessary, you can also modify the tradesperson that completed the work.
You can add any additional information in the Details section.

Enter the Time Taken using the Hours and Minutes fields.

o v A W N

If a Work Started event was not added beforehand, a Work Started On section is available.
Enter the date and time that work was started.

7. If you would like to notify the tenant that work has been completed, place a checkmark
beside Notify Tenant.

8. Click Save to add the Work Completed event. If a Word Started event was not previously
entered into the history, it will automatically be added; the details will be calculated using
the information entered for the Work Completed event.

| Hesw History - Complete Work %
Cate: 03302010 |3 | 2:52 PM -

Errployee: vaterford Jantore| Sendices b
Detzls:

Timz Taken: 1 |Hows 0 | Minutes

Wigrk Starked On: 034302010 |3 152 PM -

Mobfy Tanant?: '—I]

Adding Other Events (History Section)

Other events (Accepted, Travelling, Delayed and Cancelled) can be added by clicking the Other
Events button and selecting an event from the drop-down list.

e When entering a Delay or Cancel event, you will have the option to notify the tenant by
placing a checkmark beside Notify Tenant.



=:| History

4 Start Work % Complate Work | | Other Eveniz = | I_[_E

Dat= Ewe| Accept Employee Tme Taken Updated By
Kar 30 at 345 pm Tray Travel Wiatertord Jantorial Bl Mormow
Mar 30 at 1212 pm Dizp Delay \Watarford Janitoerial .. Sil Morrow
Mar 3 at 1212 pm Lss Cancel WaterTord Janitoral .. Bl Momee
Mar 30 at 1208 pm Opgmr——————— Bill Morrow

Pool Dispatch Details (History Section)

Pools are predefined groups of employees. After setting up one or more Pools, you will be able to
assign work orders to Pools, either by using the routing table, or by manually assigning a specific
work order to a pool.

For more information on Pool configuration, see the Pools section under Work Order Routing.

When a work order is dispatched to a Pool, the dispatch record is marked in the work order's
history with a Pool icon () beside the name, as shown below:

7| History

& Start Wiork " Compiete Work | Other Events < | S Dizpalch Details
Dat= Ewend Emploves Time Taken Updaied By

Apr 20 at 11:52 am Accepted John Smythe

Apr 20 at 10:48 am Dizpatched Eﬁ HWAL Team Bill Mormow

Apr 0 at 1049 am assigned £ BV AL Team Bil Moo

Apr 20 at 10:47 am Cpan Bill Morrow

The work order history is updated as recipients within the pool respond with an ACCEPT or REJECT,
as with any other work order. The first person to accept the work order is assigned to it, with the
employee's name added to the history as an Accepted event, as shown above.

A detailed log of each pool member's response to the work order is also recorded. You can view this
additional log as follows:

1. Click on the Dispatched event, where the work order was dispatched to a Pool.

2. Click the Dispatch Details button. The Details window will open.



=7 History

4 startwiork & Complete Work

Other Events =

£ Dizpaten Detale

Dat= Event Employes Tme Tak=n Updat=d By
Apr 20 at 11:52 am Accepted John Smythe

Aopr 20 &t 10:4%9 am Dizpatehed a'] HUAL Team Bil Momow
Apr 20 at 10:4% am Aszigned £ HVAC Team Bil Womew
Apr 20 st 10:47 am Open Bil Koo

3. The Details window displays the responses logged from each employee in the Pool. When
you are done reviewing the information, click *' in the top-right corner to close the

window.
S HVAL Team - Details ®

Employee Event Cate

Bruno Caliete Dizpaiched Apr 20 at 10:50 am
John smythe Dizpatched Apr 20 at 10:50 am
John Smythe Accepted Apr 20 at11:52 am
Krizten Holmes Dizpaiched Apr 20 at 10:50 am
Kristen Holmes Rejecied Apr 20 at 11:52 am

The Services Section
The Services section, located under the Workflow tab, displays a list of all services associated with a

work order. Work orders cannot be closed until either at least one service is listed in this section, or
it is flagged to indicate that there were no services.

Adding a Service (Services Section)

1. To add a service to a work order, click Add Service. A popup window will open.

=T Services
&;‘:I Ho Bilable Services | | 7 :; Leaze: o sngpes
Cernce Bilzkle External Cluartty Total

M Carvies ramarde

2. Inthe window that opens, select a service using the dropdown list provided. Please note
that the service amounts are predetermined based on your service configuration. See About
Service Schedules and related topics for more information.

3. Ifthe service is billable, place a checkmark beside Billable.



4. Enter the Quantity in the field provided.

You may also optionally modify the labor, material, markup, and tax amounts for each if
custom billing is required; if you have billing rules enabled, a section at the bottom of the
screen will inform you if any billing rules have been broken.

6. When you are finished, click Save to add the service; or, if you are finished with the work
order, click Save & Close Work Order.

[] add service ]
Service: Janitoril -
Bilable: v
Quantioy: 1
Labor (5): 10.00 Tax [3) 0.00
Material (£): 0.00 Tax [4): 0.00
Markun (5]: 0.oo Tax [£) 0.0on
Totals ($): 10.00 0.00 13.00

Mg biling rules broken

o Save ‘b Save & Close Work Ordei &‘: Cancel

Editing a Service (Services Section)

1. To modify a service that has been added, select the service from the list and click Edit. A
popup window will appear.

= services (Totak $10.00)

& Add Service :: @:Iz-ete Leaze: & =none=
Senice Bilable Cuantiy Tota
Janitaria 4 1.00 $10.00

2. Inthe window that opens, dropdown list provided to change the service if required.

3. If the service is billable, add or remove a checkmark beside Billable to indicate whether the
service can be billed.

4. |If the service was performed multiple times, enter the Quantity in the field provided.

5. You may also optionally modify the labor, material, markup, and tax amounts for each if
custom billing is required; if you have billing rules enabled, a section at the bottom of the
screen will inform you if any billing rules have been broken.



6. When you are finished, click Save to apply your changes; or, if you are finished with the
work order, click Save & Close Work Order.

[ edi service %
Senvice: Janitorial v
Bilzble: [¥]

Quantiy: 1

Labar (£): 10.00 Tax (4} 0.00

Materal ($): 0.00 Tax (4} 0.00

Markup (5]: 0.00 Tax () 0.00

Totals (): 10.00 0.00 10.00

Ma hiling rules broken

| o save || save&Close workoroer | 3€ cancel

Deleting a Service (Services Section)

1. To modify a service that has been added, select the service from the list and click Delete. A
confirmation dialogue will appear.

7 services (Total $10.00)

@ﬁdd Senvice : .5./- Ed': Leaze: & -nonex
Sendice Bilable CQuartiy Total
Janitoria # 1.00 10,00

2. In the confirmation window, click Yes. The service is now deleted.

Confirm #
e' Are you sure you wank to delete this service?
k. " &

Fee Na

No Billable Services (Services Section)

1. If no services need to be recorded, click No Billable Services.



IESH‘H‘I[E
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No Service records




The Schedule Tab

The Schedule tab allows users to quickly create a schedule based on the currently open work order,
or to access an existing schedule responsible for creating the work order currently open.

For more information, please refer to the section titled Recurring Schedules.
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The Messages Tab

The Messages tab, located towards the right of the work order, displays messages related to the

work order.
4 Cp Bast enalnsh (mPrel =
=) Work Onder (Open) s PO i LI FIRssapes (T14) o Sdwdie Eslirate
i Crdge ¥ 1037204 [ new wemange o P Pl Rermcer
Trvtaima Frawy Tl D =
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My offica & Dot ool

Baqure &5, Saan As Posshis
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HWAL - Tos Cald

May 27, 2000 0% 1245 pm

There are four different types of messages which can appear under this tab:

1.

= Incoming Messages Messages that are received by email are displayed in this interface.
Messages marked in bold are unread. Unread messages also appear in the Messages list.

bl Outgoing messages Outgoing messages that are sent by email to one or more recipients
and are tagged with an icon.

= Reminders Reminders are created by Axis Portal administrators, are always displayed in
bold, and are not sent to an email recipient. Reminders can be used as a high-priority "to-
do" note, which will also appear on the Messages list.

~I Notes Notes are lower-priority reminders which are only displayed within the Messages
tab of the work order they are associated with.

Marking Messages as Read or Unread

Marking Messages as Read

To mark a message as read, select the message and then click Mark as Read. Messages that are
marked as read will no longer appear in the Messages list.



aua Workfion || 0 Messages (2/4) || ™ schedule || 5 Estimate

[ New Message | Uark as Read | (29 Repty | L Mew HoteReminder I::}

From | subject Date =

b Poul Lorentz fe: RE: 1027708 in Buiding Hitvew Towers | - TRYWO Way 27 at 1:27 pm
Toc lohn Smythe Ok, thanks. ———— Original W=xxage — Thermosiat nesds i be replaced

o | Paul Lorentz Cal {enant Way 27 &l 1256 pm

Cal he bxnant tomorrew moming at 830 .44 and let him inow thermostat wil b= replaced

-IT Paul Lorsniz HVALD issues Mlay 27 at 11:50 pm

Heed bv lbok at the number of H'YAC-rel=ied isswes and trending

John & miythe RE: 102TTHE in Building Hillview Towers | — TRAWD Miay IT al 1148 pm

Thermoelat reeds o & replaced.

Marking Messages as Unread

To mark a message as unread, select the message and then click Mark as Unread. Messages that
are marked as unread will appear in the Messages list.

aa Workfiow || SO0 HMessages (1/4) || ™ schedule || 5 Estimate

[ Mew Message [ Rentr | L Mew HodeReminder I::}

From Subject Dale =

[ Poul Lorentz fie: RE: 1027708 in Buiding Hikvew Towers | - TR Way 7 ot 1:27 pm
Toc lohn Smythe Ok, thants. ——— Original Wessage — Thermosiat needs i be replaced

o | Paul Lorentz Cal tenant Way 27 &l 1256 pm

Call ihe t=nant tomormew moming at 830 46 and l=t him inow thermostst wil b= replaced

q Paul Loreniz HWAC issues Mlay 27 at 13:50 pm

Meed to ok at the number of HVAC-relzied issues and trending

John Siryihe RE: 10277046 n Bulding Hikview Towers | - TRWD Way I7 Bl 1Z 48 pm

Thermoelat needs 1o & replaced.

Replying to a Message

1. To reply to a message, select the message you want to respond to, then click Reply. The
Reply popup window will open.

s Workflow | o Messages (2/a) ‘: Echeduls || & Esinate

[ e Message o Merk as mdm__ Mew HulsReminder o700 5
From Subgect Dl ~
| Paullarentz Calterarnt Way 27 o 12:56 pn

Celliha fenarnt lomormow momng ak 530 A0 and kst him bnow thermostat will be repleced

q Paul Lorentz HYAC issuss Ky 2T at 12150 prn

Teed 10 ok ok the nunber o HVAC-reisted Issuss and trending

Jaohn Smythe RE: 1027TOE I Bullding Hilview Towers | -- TRRD Kay IT af 12:43 pm

Thermosiai peeds o ba replaced.




2. Inthe reply popup, the To field is auto filled. If you would like to send the message to
additional recipients, you can fill in additional email addresses in the Cc field (separate
multiple addresses with semicolons).

3. If required, you can also edit the Subject.

4. The original message text is included in the Message field. You can type in your response
above the original message text or delete the original text before entering your message.

5. Click Send. Your message has been sent.

. Bephy 1

™ John Srmpthe [toow@angus-spsteme.com] (Employea)
Lic:
Fleass menarate smad sdi ssses wath semeonbors

Subgact: Ra: RE: 1027708 n Building Hikew Towars 1 - TR
Hessage: | Ok, thanks,

e Qiignal Hessage ——————
Themostet needs to be rephced

6. Sent messages will appear under the Messages tab. All outgoing messages are marked with

a L icon.

oz Workflon || %0 Messages (1/4) || Y Schecule o Esfimate

EdMew Mezeage 3 Narkss Unread [&Reply | L] New Note/Meminder o =
From Subject Date ~

Lyl PaulLorentz Re: RE: 1027708 In Buleing Hilview Towers | — TRWO May 27 a1 127 pm
Toe John Smythe ox, thanks, —————— orignal Messane ——— — Thermnstat nesds to be replaced

Paul Lorentz Call t=nant May 27 at 12:56 pm



Using Reminders
Reminders are created by Axis Portal administrators, are always displayed in bold, and are not sent

to an email recipient. Reminders can be used as a high-priority "to-do" note, which will also appear
on the Messages list.

Creating a New Reminder

1. Click New Note/Reminder. The New Note/Reminder popup window will open.

cow Morkflow | M0 Messages (2/4) f Schecue = Estimate

e New Mezgage E:: k| Mew NojefReminder ,;;Erlr :_]

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.

| New Note/Reminder ><

Subject: |Update

Message: | Meed to call send out maintenance tomorrow around noon.

Make a Reminder

1 | «save ||| X cancel

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 an icon.



cow Workflow || W20 Messages (2/4) E Schecue - Esfimate

Bl Mew Mezsage 4 &8 2| Hew MotesHemindsr . F U
From Subject Date ~
3 Paul Lorentz Re: RE: 1027708 in Bulding Hilview Towers | — TRWO May 27 a1 127 pm
Toe John Smmthe 08, NANKS ee———— Orignal MESSANE —mm———— — Thermosial nesds to e replaced
Paul Lorentz Call tenant May 27 a1 12:56 pm
Call the tenant tomorrow morning at 530 &AM and B him knosw thermostal wil be repla ced
E]  Paul Loremz HVALC issues May T at 12:50 pm
Need to look at the number of HVAC-related =sues and trending.
John Smythe RE: 1027708 in Building Hillview Towers | -- TRVWO May 2T at 12:48 pn

Dismissing a Reminder

If the reminder is no longer needed, you can dismiss the reminder. Dismissing a reminder converts
it into a note, which is no longer displayed in bold text and will only be displayed within the
Messages tab of the work order it is associated with (i.e. it will no longer be displayed in the
Messages list).

To dismiss a reminder, select the reminder from the list and click Done. Your reminder has now
been converted into a note.

con Workflon | V0 Messages (2/4) f Schedule - Esfimate

el New Meszage o = | New NoteRemnder o Eot| €2 Done
From Subjec Dale =

[gl PaullLorentz Fe: RE: 1027708 in Building Hilview Towers | — TRWO May 27 at 1 27 pm
Tae John Smythe Ok, thanka Criginal Meseage Thermoetat neede te ba replaced.
Paul Lorzntz Call tznant May 27 at 12:56 pm

Call the tenant temorrow merning at 5:30 AM and ket him know thermestat wil be replaced.

E:E Paul Lorertz HVAC izsucs May 27 at 12:50 pm

Need to look at the number of HVAC-relaied =suss and trending.

John Smythe RE: 1027706 in Building Hillview Towers | -- TR0 May 27 at 12:45 pn

Editing a Reminder

1. To edit a reminder, select the reminder you want to modify and click Edit. The Edit
Note/Reminder popup window will be displayed.



aca Workfiow || 00 Miessages (2/4) || ™ schedule || 5 Estmate

4l New Message o (=] .| Mew Hot=/Remndsr Dane

From Subject Cate =
g Paul Lorentz fe: RE: 1027708 in Buiding Hitvew Towers | — TRYWQ Way 27 &t 1:27 pm
Tox lohn Smyths Ok, thanks Original Messags Thermoslat nesd s o b= replaced
| Paul Lorentz Cal tenant Way 27 & 1Z 56 pm
Cal the tenank bomarnew moming al B30 A and kel him now thermoeetal wil e replaced
EY Paul Loreniz HVAC izsuaa May 2T al 12:50 pm

Mead b ook gt the numbar of HYAC-relsted eeuss and lrending

nhn Smytha RE: A0ZTTOE In Bullding Hillwiew Towears | — TRVD May 27 at 1742 pmi

2. Inthe Edit Note/Reminder window, modify the Subject and Message field as needed.

3. If you would like to convert the reminder into a note, remove the checkmark beside Make a
Reminder. See Using Notes for more information.

4. Click Save to save your changes.

| Edit Hul!,l'llemindu =

Subject: HVALC ssues

Messa0el  Need to ook at the number of HvAC-related issues and trending.

[+#] Maks z Rarinder

Using Notes

Notes are lower-priority reminders which are only displayed within the Messages tab of the work
order they are associated with.

Creating a New Note

1. Click New Note/Reminder. The New Note/Reminder popup window will open.

cow MNotkflon || V00 Messages (2/4) f Schedue - Estimate

E-lnew Message 24 k| vew Nmermeminger | o7 Ear ()




2. Inthe window that opens, enter a subject and a message for the note.
3. Click Save.

W Mok Rimrincker
Subject: | Call Tamant

Mesmage: | Call the tanant Eomomow moming =2 8:30 AW ard Wt him now thamasse « ba rapload.

1 Maka & Rgmindar

=

4. Your note will be displayed in the work order's Messages tab. All notes are marked with a =
ion.

alaWorkflow | 2 Messages (14} | " Echeduls | 5 Ectmate

(o] Haw Mesgape € Mok s Unread  [E<]Reply | o] Hew HolaRemindar | d [
From Subgsct Dl =
# Paul Lorentz Ae: RE 10E7TEE in Bulding Hiviz'w Towers | — TRAD Way 27 o1 127 pm
Tox John Smythe Ok thanks ongiral Hessage Thermestat needs % be replaced
| PaulLorenlz Callznan May 27 1 12256 pn
Callfha fenant mormow momng at 30 AV and kst him inow thermostat wil be replaced
Paul | T AL issues Blr 5T

Editing a Note

1. To edit a note, select the note you want to modify and click Edit. The Edit Note/Reminder
popup window will be displayed.

cew Workflow || V20 Messages (2/4) E Schedule - Estimate

ol Mew Message S8 ] | Mews NotefRsminder | o~ Edi |G
From Subject Date ~

3 Paul Lorentz Re: RE: 1027708 in Buiding Hilview Towers | — TRWO May 27 a1 127 pm
Ta John Smythe Ok, thanks, ————————— Qrignal Message Thermostal needs Lo be replaced.

.. PaulLorsntz Call t=nant May 27 at 12:58 pm

Call the ienant temorrow moerning at 5:30 AN and ket him know thermostat wil be replaced.

=7 Paul Lorcrntz HVAC issucs May 2T at 12:50 pm

2. Inthe Edit Note/Reminder window, modify the Subject and Message field as needed.



3. If you would like to convert the note into a reminder, place a checkmark beside Make a
Reminder. See Using Reminders for more information.

4. Click Save to save your changes.

| Edil:"ul:e,l'ﬂ:zmindu' ]

Subject: Call tanant

Message:  Callthe tenant tomomowe momng at %30 AM and kat him know thermoszat wail be replkoed,

[ Makz & Remindsr



Updating Work Orders by Email

Employees can update Work Orders via e-mail or e-mail capable device by replying to the work
order message with the text displayed in the table below. This update will be reflected on the Work
Order History section of the Work Order in Axis Portal.

Work Order Update Text Code

Acknowledged

Note: If you are using the Axis Portal Tenant ACK
Request system on your handheld device, the
work order will be automatically ‘Acknowledged.’

Accepted ACCEPT
Work Started START; WIP
Delayed DELAY (Time Taken)
Completed CMP (Time Taken)
Reject REJECT
Forward FWD (User name/ Employee First Name/
Employee Last Name)
Traveling TRAVEL
Note:

e Messages sent using the START, DELAY and CMP codes automatically update Tenants via e-
mail and on the Tenant Services Interface if one is in use. If an update to the Tenant is not
desired, do not update work orders this way.

To Update Work Orders by Email:

1. Open the desired message.

2. Select the command to reply to the message (depending on the e-mail program or e-mail
device you are using.)

3. Delete the body of the message.
4. Enter the text (as indicated in the table above) to update the work order.

5. Send the message.
Forwarding a Work Order

You can forward a work order by specifying either the employee's first name, last name, or login
name. Examples:



FWD John
FWD Smythe
FWD jsmythe

Entering Time Taken:

Time amounts can be can be included when updating a work order with DELAY and CMP. For
example, to Delay for 30 minutes, format the response as follows:

DELAY :30

Note:

e If notime is entered, a time of O will be entered in the Time Taken section.
e Times must contain a colon. For example, 30 minutes must be entered 0:30 or :30.

Additional Information:

Additional information about the work can also be entered. Messages with additional information
will be displayed in the Work Order Message Center. For example, to delay for 30 minutes and
include a reason, format the response as follows:

DELAY :30 need parts



Recurring Schedules

About Recurring Schedules

Recurring Schedules are useful when Tenants require recurring work on set days and times.
Recurring Schedules can be set up to automatically generate Work Orders on pre-configured days
and times. Any settings made for Work Order Routing, Escalation or Auto-Dispatch will be

processed.

Recurring Schedules can be set up from Tenant Request Work Orders.

Creating a Recurring Schedule

To create a Recurring Schedule, open the Tenant Request or Work Order. See Finding Tenant
Requests or Finding Work Orders for more information.

1. Click on the Schedule tab, then on Click here to create Schedule. The Schedule editor is
displayed.

cow Werkflow || M2 Messages [0} "' Schedule Estmate

Click here to cregte Schedule |

2. By default, the system enters the Request Details from the Tenant Request or Work Order.
Changes can be made to this section as needed.

In the Schedule Pattern section, click the Period Type field and select the period.

4. Using the date/time fields provided, select the times for the schedule to be generated.

Schedule Patten
Period Typ= | Monthly |
On  (Fday (1 ¥ O
Bvery |1 % month(s)
start [2/8/2010 |[B]  Ene () ptona)

At 11: » | 38 % | AM ¥

Assignment



5. In the Assignment field, click the Trade field and select the trade from the drop-down list.

6. If necessary, click the Assigned To field and select the Employee from the drop-down list.
Otherwise, the system will assign and dispatch the Work Orders according to the rules for
the Request Type in Work Order Routing.

Assignment
Trade: Engineering b’
Agsigred b Smithy, Bob -
None:
Property General Dispatch Notes
City Plumbing on strike.

INEUUCDONS! Elmmme sheck the thermostas.

Dispatch Options

) Use property setting
#) Dither

Dispatch |0 ¥ | day(s)ard | 0 ™ |hour(s) before Date Required.

Return to Work Order |

7. Click the Instructions field and enter any instructions.

8. Click Generate. The Work Order is generated and appears on the To-Do Work Orders list.

Generate |[Hl:b_rn to Work Order ]

Editing a Recurring Schedule

1. To Edit a Recurring Schedule, open one of the Work Orders that is attached to the Schedule.
See Finding Work Orders for more information.

2. Click the View Schedule tab, then on Click here to view the Schedule. The Schedule is
displayed.



o Workflow || 503 Messages (1) “' View Schedule |

Click here to view tha Schedula

3. Make any necessary changes to the Schedule. See Creating a Recurring Schedule for more
information.

4. Click Generate. The Schedule is updated, and the Work Orders are re-generated.

Dispatch | Y

Generake |rRl:b_rn o Work Grder ]




Messages

Control Panel > Building Services > Tenant Requests > Messages
About Messages

The Messages list displays all unread messages sent to Axis Portal, using the company email
address. There are two kinds of messages:

e Incoming messages related to a work order. These messages are linked to a specific work
order.

e General messages received by the system. These can be messages sent by employees.
Administrators can generate a work order based on the information provided in a general
message.

e Reminders created by Axis Portal administrators. Reminders are always associated with a

particular work order, and are marked with a = icon.

Viewing Messages

1. To open the message list, click Control Panel > Building Services > Tenant Requests >
Messages

Building Services Setup Content Manager Document Librar

_______________________________.a
Tenant Reguestz

MNew Wark Order Service Schedules
Preventive Maintenang

Outstanding List Work Order Routing
Vizitor Security

Scheduled List Ezcalations Setup
col

Requirez Dizpatch List Billing Werification
surveys

Ezcalated Lizt Mezsages
Search

2. You can filter the messages list by using the Property drop-down list.



Property: Hiliaws Towers ~

= Messages
i ™
LSy =0
From Subject Dat=
Ejl Paul Lorentz HWVAL inauea Mey 27
Need to look at the number of HVALC-related is=ues and trendng.
John Smythe RE: 1027708 in Building Hilview Towsre | - TRWD Many 27 =

Thermosiat needs o be replaced

3. Inthe Messages section, all unread messages for the selected property are displayed.

4. Click the Details button at the bottom of the list to toggle between the normal and detailed
views. The detailed view displays all message text.

Page 1 of1 = | U= petails

5. If the message is associated with a work order, click the work order number link to the right
of the message to open the work order details.

| Messages
\- ;.
From Subject Date v Froperty
% PaulLocentz MVAC ssues Vay 27 #1280 . navew Towers 10277¢c8

e 10 1ok ol the number of HVAC-reted sues and trending

John Smythe RE: 1027708 r Buldeg Hitvew Towers | - TRWO Vay 27 2 12:48 .. Wilvew Towers

Note:

e Only messages not currently associated with a work order can be used to create a work
order.

6. To remove a message or reminder from the list, click the message, then select Remove from
list.

7. To create a work order, using a message as its basis, select the message and then click
Create Work Order.



] Messages

&2 Remove From List :r):r:el: Work Order
From Subgct Date = Froperty
57 PeulLorents HVAC issuss Vay 27 £ 12:50 ... Hilview Towers 1027708

ok ot the numbar of HVAL-restad issuas and trending

John Smythe RE- 1027708 i Bullting Hilview Towers |« TRWO Vay 27 w1243 Kilvew Towers
Themiestat needs 10 De rep o
John Smythe HVAC Bsued Moy 37 ;s 12:41 ..  Havew Towers

Corsigerng 9 recent NCroase In HVAC-roRlod requests. we rmay want 12 INSreass the frequency of our HVAC =gintenance
Cycies
¥

Notes:
e Messages that are removed from the list are still displayed under the Messages tab of the
work order they are associated with.
e Reminders that are removed from the list are still displayed as notes under the Messages
tab of the work order they are associated with.



Billing Verification
Control Panel > Building Services > Tenant Requests > Billing Verification
About Billing Verification

This feature is useful for verifying the correctness of data prior to an export of billing amounts to an
accounting service. Only Work Orders that have been verified will be marked as Billed in the next
export.

The Billing Verification screen displays Work Orders for which all billable services have been
entered. The Work Orders appearing on this screen are either Verified or Not Verified. These
completed Work Orders can be marked as Verified.

For users familiar with Axis Portal™, this feature offers a solution similar to the Billing Export
Preview report. However, using Billing Verification, a Work Order can be checked and if necessary,
modified, before marking it as Verified.

Verifying Work Orders

Work Orders that are billable to Tenants require verification. This can be done on the Billing
Verification page. Although billable work orders may be complete, they will not be closed until the
billing information has been verified.

1. Click Control Panel > Building Services > Tenant Requests > Billing Verification

2. If you are looking for work orders from a specific property, tenant, period of time, or with a
specific status, use the options in the filter section at the top of the list, then click Show.

Property: Hilkigw Towars “ | Showt Hot Verified
Tenant: All ¥ | LpToDate: 4/6,2010 @l 03 w37 »| PM o || Show ||
[=] BILLING VERIFICATION Print | Uindate Sejacted

3. Locate the desired Work Order from the Billing Verification list.

4. To view the original request, place the cursor over the work order number. To view the
revenue codes and cost codes for each service (if these codes are being used), place the
cursor over the service.



(=) BDLLIMG VERIFICATION
&  Servioe

Blaze Printing

HVAL - Too Cold

Laase- 263746

Light Bulbs & Ballasts
18335 Leases 253746

Acldrgids <riare s
0.00 012
Grand Talak

Address: <nane>

5. Confirm that the billing amounts listed for the Work Order are correct.
with the amount:

e Click the Work Order ID #

e (lick Edit to make changes.

e (Click Update or Update and Add Another.

e You can also include more services by clicking Add Service.

e Return to the Billing Verification screen as outlined in Step 1 ab

6. Click the Verified checkbox next to the work order(s) you would like to
7. Click Update Selected.

(=) BILLING VERIFICATION

Frint

Lpclats Selected
Tatal Varified
I
Tz
$7.13
O

If there is a problem

ove.

verify.

2 Servce Qy B Labar Matenal Mardep Tax
Blaze Printing
HVAC - Too Cold
51 leate: 26376 Addrese <nome>
New Key 1 v 5.00 200 0.00 012 T2
Grand Totak $7.12

Light Bulhs & Ballasts

8. The system returns a warning message. Click OK to finish verifying the Work Order.

| 2| angusanywhere,com

€\ WARNING! The selected items cannot be unverifiad
‘-T;j ar reopenad. Do you want to continua?

It foo L angusanywsbene com fasieh falermi: i@ Intermat

Note:



e If Axis Portal™ is integrated with your accounting system, a reverse button is available on
the Edit Work Order screen. Click this if incorrect services have been added. This step will
appear as a new history entry.



