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About Estimates

Tenants can request Estimates when submitting a service request via a Tenant Services Interface
(TSI). Administrators can create Estimates in response to requests made via TSI, telephone or e-
mail. The Property Management Office may also choose to create Estimates proactively in order to
inform Tenants of unusual charges associated with their requests. Estimates can be formulated by
means of pre-configured services if the work to be done corresponds to existing services that are
provided for the property.

The main home page displays both created and approved estimates for Work Orders. Work Orders
for which an estimate has been requested are displayed on the Estimates list under Tenant
Request.

The history of Estimates is tracked and once approved, Estimate line items are automatically copied
into the Work Order in the Services section. Estimates can also be printed when a Tenant wishes to
provide a signature of approval on a hard-copy.

The Estimates feature is activated by Axis Portal at the request of your Company.
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Creating Estimates

If your company provides a TSI for Tenants to submit Requests, Tenants may request Estimates via

the TSI.

These requests for Estimates are displayed on the Home Page with a red E icon, indicating

that an Estimate is required.

Requesting Estimates using the TSI

When creating a new request, select the checkbox next to Estimate Required?

If a request is already present and an estimate is needed, click All Requests and open the
request.

Click Request Estimate. The estimate is now recorded on the request and the work order is
displayed on the Tenant Request Estimates list in Axis Portal.

Alternatively, Tenants may call, e-mail or otherwise request Estimates for their Service Requests.

Creating an estimate in Axis Portal based on a Tenant Request

Notes:

Open the desired TR Work Order. If a TR work order has not yet been created, see the
section Adding a Work Order before proceeding.

When attempting to create an estimate form a work order created from within Axis Portal,
the Work Order must have the Tenant Contact assigned prior to the creation of the work
order; otherwise, the estimate cannot be sent.

Estimates should not be created for proactive work orders (work orders with requested by
employee checked) because at present, estimates only apply to tenant-initiated requests
that may (or may not) become billable. An estimate that is requested on a work order can
be found in the TR work order Estimates list.

Click the Estimate tab, then on Click here to create Estimate.
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som Workflow 'I:J Messages (0) t Schedule - Estimate

Click here to create Estimate

3. Enter the description of the estimate in the text window (cost, time, details etc.)

4. Click Save Estimate Details.

Estimate

Please enter a description of the estimate below —e.g. estimated time Add Service
section below to provide the tenant with a breakdown of the services

lhr labor + macerials

| save Estimate Details |

5. You can also describe the estimate by adding existing Services in the Add Service section.
Services are pre-configured work line items that can be added to the Estimate, to reflect the
work that will be done along with the associated cost.

Note:
¢ Services must have the Billable flag (as shown below) enabled, otherwise the Work Order
will not be billable and the user will have to recreate the work order.

6. When you are done adding a service, Click Save this Service.
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Add Service

Seree ety Falalbie Eanernal Amgnr (§) Tax (&) Tl
HVAL = Tas Hat w 1 [# O Lk 50,00 [T
Maierial: AL00 .00
Mariwg! boLDD oo
Tolak 10000 LE] S106.00
Save this Service
Current Servaies

7. If you want to delete any added services, click Delete next to the service in the list.

8. After you complete the Estimate information, click Send for Approval.

Add Service
SErvaE Quaaniity Bl Extemal Armounit (5] Tax (3] Tokal
=== PR B SEVIOR - » Labor:
ey bl
Mok
Totak 00D 0.00 $0.00
Save this Service
Current Services
Serve ity Eullabie Exterral Amcnrit (F) Tax [(§) Total
HVAL - Too Mot 1 w BD0LDD f-K1s] $10:8.00
—_—
[ Apprereed by Terant 1 Resecied by Tenamt [F—r—\c Pt e oyl ] Cancel Esbrmate I | Reburm B Werk Onder |

9. The new request is displayed in the Estimates list.

e The Estimate is then sent to the Tenant, or communicated by telephone, by e-mail, or
printed for the Tenant's approval.

e The Tenant can approve the Estimate via TSI or inform the Administrator verbally, by e-
mail, or relay the printed approval back.
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Approving Estimates

When Estimates are submitted via the TSI, the Tenant is notified via e-mail with the Estimate
information. The Tenant has the choice to either Approve or Reject the Estimate at this point.

Approving an Estimate from the TSI

1. Click All Requests and open the request.

2. Select Approve Estimate, and enter the notes as required. Indicate the time requirements.

3. Click Save my Decision.

Approved Estimates are displayed on the Estimates list.

Alternatively, Tenants may call in requests for Estimates, or may require a printed estimate. These

Estimates are updated by Administrators by marking the Estimate Approved and entering any

associated information directly in Axis Portal.

Approving Estimates using Axis Portal

1. Click Control Panel > Building Services > Tenant Requests > Estimates.

Building Services
Tenant Reguesiz
Preventive Maintenang
Visitor Security
col
Surveys

Search

Content
L&

Setup

New Work Qrder
QOutstanding List
Scheduled List
Requirez Dizpatch Lizt

Ezcalated List

To Cloze List

Service Schedules

Wark Order Routing

Ezcalations Setup
Billing erification

Mezzages

Eztimatez
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2. Locate the work order estimate to approve from the list, then open the work order by either
double-clicking on the row, or clicking on the work order ID number.

| TR Work Orders.
= " A L 3

O~ Exirrate Statiy Amgrress Regees Type Tangnt Property gy To
st Pending Aspreval Aze'S ot 10225 am WAL - Taa Het Acrre Graphica e Hilvigw Tewers &
| Actions Required:  Wast for Extmabe aggroval, Dmpabch (Open

Asaigned Tec Uniiaigned

Licecatizan: e Torwers

Diotaiia: T T A —

1peane) Tpen Bpr 1M Elpm Kiry & Lack Agrrm Graghica e HBvirw Towery

Actions Required: Send Estmabe For Approvel Dagatch (Doen

Annignad Toc Unassigned

st Hilbvigrw Towen s Hilview Towers |5 35 307

Detads: Leck m mmed

S spected e Plambny Hlyew Towens

3. Click the View Estimate tab, then on Click here to view the Estimate. The estimate is

displayed.

5o Workflow ':;_"J Messages (0)

Click here to view the Estimate

| § View Estimate |

4. At the Estimate screen, click Approved by Tenant. A window will popup where you can

enter any approval notes communicated by the Tenant.

Current Services.
SErvioe Quarety Blaiie- Extgrnal Aoyt (8] Tax (§) Total
HWAL - Toa Hat 1 o L) LT ] S108.00

| Soproved by Tenant || Biejected by Tenant | | Send for Aoproval || Cancel Estmate | | Return to Work Order |

[=] ISTIMATE & 1008565 HISTORY
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5. You may want to enter information such as who approved the estimate, whether it was
approved by phone, e-mail or in-person, or if the Estimate was printed and approved with a
signature.

6. Click Submit.

2 Approve Estimate # 1008565 - Windows Internet Explor... :||:|[Z|

£ | 10 1. angusanywhere.com
Approve Estimate # 1008565
Hotes:
|
Required at: |4/5/2010 [ 01: ] 09 v pm ]
i Submit H Cancel ]
Do o €0 Internet v Hi10% -

7. Now that the Estimate is approved, its status in the Estimates list will be marked as
Approved. all estimate line items are automatically copied into the work order in the
Services section, as shown below.

] Services (Total: $108.00)

@Add Service D L_." D Leaze: % <none=
Service Billable External | Cluantity Total
| Hvac -Too Hot v 1.00 $108.00 |
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Rejecting Estimates

When Estimates are submitted via a TSI, the Tenant is notified via e-mail with the Estimate
information. The Tenant has the choice to Reject the Estimate at this point.

Rejecting an Estimate from the TSI

1. Click All Requests and open the request.
2. Select Reject Estimate, and enter the notes as required.

3. Click Save my Decision. This cancels the request and indicates no work will be done.

Alternatively, the Tenant may advise the Property Management Office via the TSI, telephone or in
writing that they do not accept the Estimate. In this case an Administrator can Reject the Estimate
in Axis Portal.

Rejecting an Estimate in Axis Portal
1. Click Control Panel > Building Services > Tenant Requests > Estimates.

Building Services Setup Content
[

Tenant Requests

Mews VWork Order
Preventive Maintenang

COutztanding List
Vigitor Security

Scheduled List

cal

Requirez Dizpatch List
Surveys

Ezcalated List
Search

To Close List
Service Schedules
Wark Order Routing
Ezcalationz Setup
Billing Werification

Mezzages

Ezlimatez
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2.

5.

Locate the work order estimate to reject from the list, then open the work order by either
double-clicking on the row, or clicking on the work order ID number.

| TR Work Orders.
- w M Reast :.
O~ Exirrate Statiy Amgrress Regees Type Twngnt Property gy To
s Fk] Pentieg Azgreval Apr S ol 10725 am HAAC - Tas Hot Aeree Graphics e HBegw Towen &
Actions Required: Wt for Eatmate dpgrovel, Ompatch {Open
Adisgngd T PEET R
L i becen: Hilverw Towers » Hilview Towers [» 3.0 300
Detais: iy gifice is oo warm
1pgene Ogen Bpr 1 w88 pm Koy & Lok Acrr Graghics Be HBvrw Towers
Actions Required: Send Estmabe For Approvel Dagatch (Doen
Ansgnaed Toc Unansigned
[F=TEE Hillvigrw Towen s Hikvigw Towses s 30 30
Deetaitn: Lok m pmmesd

Click the View Estimate tab, then on Click here to view the Estimate. The estimate is
displayed.

5o Workflow '_-J;_"J Messages (0) | :, View Estimate |

Click here to view the Estimate

At the Estimate screen, click Rejected by Tenant. A window will popup where you can enter
any rejection notes communicated by the Tenant.

Current Services
Serve Quartty Edlairie External Amounit () Tax (8 Total
HWAL - T Hat 1 w fln e o] 0 S10H.00

P
Asgproved by Tenant | | Reected by Tenant | [ Send for spproval || Cancel Estmate | | Return to Work Order |
L

[=] ISTIMATE & 1008565 HISTORY

Click Submit. The estimate has now been rejected.
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s Reject Estimate # 955543 - Windows Internet Explorer ... |Z|'__ E'

£ | http: ffwww.ng 1.angusanywhere.com/AaWeb EstimateMoteEntry. aspx?action=Reje ¥

Reject Estimate # 955543

Motes:

| submit |

Cancel

Done E; a Internet

Ho100% v
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Cancelling Estimates

1. Click Control Panel > Building Services > Tenant Requests > Estimates.

Building Services Setup Content |

Tenant Requests
Mew Work Order
Prewentive Maintsnan
QOutztanding List

Wizitor Security
Scheduled Lizt
cal
Requirez Dizpatch Lizt
Surveys
Ezcalated List
Search

To Close List
Service Schedules
Work Order Routing
Ezcalaticns Setup
Billing Werification

Mezzages

Estimates E

2. Locate the work order estimate to cancel from the list, then open the work order by either
double-clicking on the row, or clicking on the work order ID number.

| TR Work Orders.
- : oy | W Reast S
O~ Exirrate Statiy Amgures Regees Type Tangnt Property gy To
qonEeEs Pestng Aspraes] Hpe Sl 10°25 am HVALC - Tg Hot Bere Qraphica e Hbvew Tewers ™
i Actions Required:  Wal for Extrmate spproval, Dapatch (Open
| Asaigned Te: |
iL-a-cal:-o-n: By wieny » Hiboiew Towers [» 30 302
| Getass: iy office i o0 warm
1peane) Tpen Bpr 1M Elpm Kiry & Lack Agrrm Graghica e HBvirw Towery
Actions Required: Send Estmabe For Approvel Dagatch (Doen
Annagnaed Too Unassignes
st Hibvigrw Towen s Hilkview Towers Is 35 303
Detads: Leck m mmed
e awg 11, 2009 Unapecited i gme Pamhens Hlyew Towens

3. Click the View Estimate tab, then on Click here to view the Estimate. The estimate is
displayed.
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5o Workflow '_-J;':J Messages (0) @ View Estimate |

Click here to view the Estimate

4. At the Estimate screen, click Cancel Estimate. A window will popup where you can enter any
cancellation notes.

Current Services
SEE Quarety Elniis Extrnal Aot () Tax (8 Tosal
HVAC - Too Hot v Lo 2] S108.00
- —————-.
| Acoroved by Tenant | | Rejected by Tenant | | Send for spproval || Cancel Extmate | | Return to work Order |
o

ESTIMATE & 1D0E%SES HISTORY

5. Click Submit. The estimate has now been rejected. This does not affect the Work Order

creation process in any way. A link to the cancelled estimate will be displayed under the
View Estimate tab.

/> Cancel Estimate # 955542 - Windows Internet Explorer ... E||fg|

£ | http: ffwww.ng 1.angusanywhere. com/aaWeb EstimateMoteEntry . aspx?action=Cant %

Cancel Estimate # 955542

If you choose to cancel this estimate, please ensure that any tradesmen that were asked

to provide estimate feedback are notified that such feedback is no longer required.
Hotes:

| submit |

=

Cancel

Done

EE @ Internet

& 100% v
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Printing Estimates

1. Click Control Panel > Building Services > Tenant Requests > Estimates.

Building Services Setup Content |

Tenant Requests
Mew Work Order
Prewentive Maintsnan
QOutztanding List

Wizitor Security
Scheduled Lizt
cal
Requirez Dizpatch Lizt
Surveys
Ezcalated List
Search

To Close List
Service Schedules
Work Order Routing
Ezcalaticns Setup
Billing Werification

Mezzages

Estimates E

2. Locate the work order estimate to approve from the list, then open the work order by either
double-clicking on the row, or clicking on the work order ID number.

| TR Work Orders.
- : oy | W Reast S
O~ Exirrate Statiy Amgures Regees Type Tangnt Property gy To
qonEeEs Pestng Aspraes] Hpe Sl 10°25 am HVALC - Tg Hot Bere Qraphica e Hbvew Tewers ™
i Actions Required:  Wal for Extrmate spproval, Dapatch (Open
| Asaigned Te: |
iL-a-cal:-o-n: By wieny » Hiboiew Towers [» 30 302
| Getass: iy office i o0 warm
1peane) Tpen Bpr 1M Elpm Kiry & Lack Agrrm Graghica e HBvirw Towery
Actions Required: Send Estmabe For Approvel Dagatch (Doen
Annagnaed Too Unassignes
st Hibvigrw Towen s Hilkview Towers Is 35 303
Detads: Leck m mmed
e awg 11, 2009 Unapecited i gme Pamhens Hlyew Towens

3. Click the View Estimate tab, then on Click here to view the Estimate. The estimate is
displayed.
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5o Workflow ':;_"J Messages (0) | 3 View Estimate |

Click here to view the Estimate

4. Click Print in the Estimate heading. The Estimate is displayed and the Print dialogue window

is displayed by your computer.

E] ESTIMATE # 1008565 (Approved) |_F‘rint
Tenant: Acme Graphics Inc. Details
] My office is too warm.
Contact: Bill Paxton
Reguest Type: HVAC -Too Hot
Property: Hillview Towers
Building: Hillview Towers

5. Click Print. The estimate will now be printed.

General |O_|::-t|o;|

Select Printer
|2 add Printer ~ALexmark T644 PCL on anguskav JEEL:
i3 Adobe POF 2 Microsoft XPS Document Writer
-1 DYMO LabelWriter 400 iz4 5end To OneMote 2007
i) | ¥

Status:  Ready (] Prirt to file
Location:

Developers Area
Comment: Find Printer...

Page Range
® Al

Mumber of copies:

() Pages: 1

Enter either a single page number or a single ﬂ
page range. For example, 5-12

L Print ][ Cancel ]
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