
Work 0rder 4ubmission 1rocess:
• Open your )VOU�3FTJEFOU�application PS�MPH�JOUP�UIF�POMJOF�QPSUBM�to submit a 3PVUJOF
.BJOUFOBODF�4ervice�3equest

• Work Orders are time stamped and immediately logged in�the property management software

• Residents receive email XPSL�PSEFS�TUBUVT�OPUJGDBUJPOT�throughout the�process of their request
through to completion�GSPN�DES!ZBSEJ�DPN

• Resident receives automated online survey and phone call�to ensure satisfaction�GSPN
TVSWFZT!TBUJTGBDUT�DPN�VQPO�XPSL�PSEFS�DPNQMFUJPO

¾ 4FSWJDF�3FRVFTUT�TVCNJUUFE�UISPVHI�UIF�1PSUBM�PS�"QQ
�BSF�0/-:�GPS�3PVUJOF�.BJOUFOBODF
3FRVFTUT�

v These are Maintenance requests that are not a potential threat to life, health, or safety.  Examples Include:

¾ 'PS�6SHFOU�PS�&NFSHFODZ�.BJOUFOBODF
1MFBTF�DBMM�ZPVS�.BJOUFOBODF�4FSWJDF�3FRVFTU�-JOF
����)PVST�B�EBZ�UP�SFBDI�PVS�UFBN�EJSFDUMZ���

**DO NOT Submit These Requests Through the Online Portal or Mobile Application**
v Urgent or Emergency Maintenance may be defined as, but not limited to:

P Appliances that are Inoperable
P Clogged Toilets
P Door Security
P Gas Concerns
P HVAC Not Heating or Cooling Your Home
P Leaks/Water Intrusions
P Lock Outs/Key Issues
P Mold Concerns
P No Power
P No Water
P Smoke Detector/CO Detector Chirping or Inoperable
P Water Heater Concerns
P Any other work order that is a potential life, health, or safety concern

3PVUJOF�.BJOUFOBODF�3FRVFTUT�UISPVHI�UIF�)VOU�3FTJEFOU�"QQ�PS�0OMJOF�1PSUBM

P Flags/Flag Poles/Flag Holder
P Flooring Repair
P Light Bulbs over 10ft

P Mailbox Repair
P Routine Pest Control Requests
P Toilet Seat Repairs

P Air Filters
P Blind Repair
P Cabinet Repair
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