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Tenant Guide — Work Order

Logging into Building Engines

Building Engines is a web-based suite of tools that links you to your Property Management team.
The system can be accessed on most browsers (for example, Internet Explorer, Google Chrome,
or Mozilla Firefox), and requires no additional software to download. It's as simple as logging
into your favorite website.

To access Building Engines, navigate to www.buildingengines.com/login - and enter in your
Username and Password (provided to you by a member of your property management staff):
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Love Building Engines?

Why not share your experience with your network of
friends and colleagues? Refer a friend and get
rewarded!

Usemame  cdahl

Password  jssssssesses

: : Learn More!
Login information is case sensitive

| Remember Username  Forgot your password

¥ Use HTTPS

@ Support Center New Features @ Linkedin Love
@ MEW: A centralized, View software updates, Recommend the BE

reference source for all releases & newsletters in modules & services you
your system needs. one spot! love the most.

If you are unsuccessful when attempting to log in, please remember that usernames and
passwords are CaSE SenSative.

If you are still unsuccessful (after verifying that you are entering the information correctly), use
the blue Forgot your password hyperlink to recover your login credentials. You may also
contact your property manager or tenant coordinator to inquire about your account or recover
your login credentials.

After successfully logging in, proceed with the following steps:
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Building Engines Tenant Guide - Visitor Control

1. To quickly and easily submit a work order from your Tenant Homepage, click the hyperlink
to the appropriate issue type:

One Demonstration Plaza t
Jane Doe [ Sign Out

Home Work Orders

Work Orders Open: 0 | Recently Closed

} Electrical Open Work Orders 0

» HVAC - Comfart/Other There are currently no open
— work orders.

» HVAC - Too Hot
anioria

¥ Keys/Locks

¥ Lighting

» Other

} Fainting

» Flumbing/Leak

¥ Trash Removal

100 Main Street
Boston MA 02108 . -
ABC Tenant Company Open Advanced Work Order Form
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2. Select the appropriate Floor / Suite, specify a Location, and provide a few additional
Details for the service request. Click Save to submit the new work order:

—————
~.
il New Work Order o
d
4 Type: HVAC - Too Hot
il Floor / Suite:* Floor 3, 300 v
A
L. Location:* Men's restroom
i The men's restroom in our suite is
I too warm - I think the heat may
Details:* need to be adjusted)|

£
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Building Engines Tenant Guide - Visitor Control

3. A confirmation message will display with the unique identification number for your work
order, as well as a summary of the request details. Click Ok to close the confirmation

message:
t Work Order Added x
F The following Work Order has been added #: 232458489
_'; HWVAC - Too Hot 3 Men's restroom

— 3

4. The newly created Open Work Order will now appear in the list on your Tenant
Homepage:

One Demonstration Plaza t =2
Jane Doe / Sign Out

Work Orders Open: 1 | Recently Closed

b Electrical Open Work Orders 1

¥ HVAC - Comfort/Other WVAC - Too Haot - Men's r...
» HVAC - Too Cold
P HVAC - Too Hot
¥ Janitorial

b Keys/Locks

¥ Lighting

» Other

P Fainting

» Flumbing/Leak

P Trash Removal

5. To review the status of your work order, navigate to the Work order tab from your
Tenant Homepage:

One Demonstration Plaza t
Jane Doe [ Sign Out
Home Work Orders

Work Orders Open: 1 | Recently Closed

» Electrical Open Work Orders 1
P HVAC - Comfort/Other HVAC - Too Hot - Men's r...
P HVAC - Too Cold

P HVAC - Too Hot

} Janitorial

P Keys/Locks

P Lighting

b Other

» Painting

b Plumbing/Leak

» Trash Removal
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Building Engines Tenant Guide - Visitor Control

6. Click the Request number to open the work order and view the details of the service
request:

One Demonstration Plaza

+
Jane Doe [ Sign Out

Work Orders

Work Orders
Search Parameters

" EXPAND ™
S g T [ P S Y0 R
232458489 ew Jane Doe  HVAC -T.. 05/07/2014  The men's restroom in our suite is too. Men's re.
14 <4 == » Showing all 1 rows e
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7. The Work Order View displays the current stage of work for the service request in addition
to the task/location/requestor details. You may also add any comments or documents that
you would like to communicate to the property management staff:

One Demonstration Plaza t
Jane Doe [ Sign OQut

Work Orders

Work Order #232458489
Flease Rate Your Experience: uun

Hew Opened Assigned Acknowledged Arrived Completed Closed
oO—0
Task Details Location Details Requestor Details
ID #: 232458489 Building: One Demonstration Plaza Requestor: Jane Doe
Status: New Floor: 3 The men's restroom in our suite
Created: 5/7 11:28 AM Suite: 200 Comment: is too warm - I think the heat m
. , ay need to be adjusted.
Issue Type: HVAC - Too Hot Location: Men's restroom
N 3 Phone: (555) 555-5557
Assigned To:  Unassigned i
Email: matthewpgillen@gmail.com
;
History Documents
Date Details Added by Status Thcelre are currently no documents for this Work
O
05/07/2014 The men's restroom in our suite is too warm - I think the Jane Doe NEW raer
11:28 AM heat may need to be adjusted. = EEE v
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