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HOW TO DO A IN-UNIT SERVICE REQUEST ON BUILDINGLINK

From the home page click on the “My Repair Requests” tab.
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At the next screen you will click on “Submit Repair Request” tab. Also, on this screen if you

select “Include Closed Repair Requests” you can view all your repair requests.
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At the screen click on “Request Category” tab. You will get a drop-down list. All the buildings
are listed by their initials so make sure you chose “PR In-Unit Service”.
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~Choose One—

BR Buiking & Grounds
BR Building Equipment

BR Buiding Management Responsibilty
BR Common Areas (Bulding)

BR Informational Only NC

BR In-Unit Service

BR Posts

BR Phumbi

MG Common Arsas (Building)

MG In-Unit Service

-431-4377

¥ aiem colon

PR Building & Grounds
PR Buiding Equipment

PR Buiiding Management Responsibility
PR In-Unit Service

PR Pest Control
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Below that is a “Optional Select a Sub-Category” tab. This lists only PR options, and you can use

if you like but it is optional.
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Next you will fill in the “Problem Description”, this is where you can put what work you need
done. As you see below, | have listed several items. You will not select the “Urgency” tab
leaving it on low. Unless it is an emergency in that case please call the office. Below that is your
contact information please make sure that is correct.
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Next is the “Permission to Enter” tab which tells us that it is okay to use the courtesy key. In
the “Entry Instructions” tab you can write any instructions about entering your unit that you
need us to know. This can also be used to remind us that you have a cat or dog.

There is an option to add a photo but that is not necessary but if you want to use it. When you
are done click on the “Send” tab. Once you hit “Send” both the office and the engineers will
receive an email notifying us of the work order.
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