
 

WELCOME TO BUILDINGLINK 

Once your information has been setup in BuildingLink (by Management) you will receive an email with your 

Username and Password. You will need to login and review your information and make any changes if needed. It is very 

important to make sure you under the “Profile” tab that your “Notifications” tab options are setup for the way you want to 

receive communications from Management. You will receive communications regarding what is happening in the building 

as well as alerts to anything that affects your Unit. To login and begin to use BuildingLink open your Internet browser and 

go to http://www.LWVACommunity.com and login using your username and password. If you would feel more 

comfortable having Management go through this with you just let us know and we can schedule a time to do so.  

Once you have logged in, you can click on the “My Profile”  button at the top right of the screen to change your 

password or to change any of the preferences that control how BuildingLink will work for you (emergency instructions, 

email notification preferences, etc.). Make sure that your correct email address is stored for you so that you can be reached 

successfully through the system. Please read each question carefully before selecting your answer. Also, note that you can 

change your options at any time. Since we are working with a single database, you will be able to see certain information 

from all the LWVA buildings.  

iPhone and Android users can download the BuildingLink Resident App, so you will always have these services at 

your fingertips. Training on the Phone App will be done at separate time.                                                                                                                                                                                        

           If you need help using BuildingLink or wish to submit a question to BuildingLink, log in and click on the "HELP" button 

at the top of your screen. For questions regarding your property that are not related to the website, please contact 

Management.  

This is a new application for Lansdowne Woods and your patience and understanding will be appreciated during the 

next few months, as we learn this new application together. Once we have all made the transition, we are confident that 

you will find that BuildingLink will have greatly enhanced your communications with us and our communications with you. 
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BUILDINGLINK TRAINING 

TABLE OF CONTENTS 

 

Create or Update your BuildingLink Profile: 

- Name & Contact Info Screen 

- Login & Password Screen 

- Emergency Contact Info Screen 

- Notifications Screen 

- My Public Profile Screen 

- Unit Info Screen 

- Vehicles Screen 

- Pet Registry Screen 

-  

Resident Services Tab 

- My Repair Requests (NOT USING YET) 

- My Permissions to Enter (through the LW gate) 

-  

My Building Tab 

- Calendar & List View 

- Building Contacts (Optional Way to send emails to management) 

- Potomac Ridge Library Documents 

 

Services & Offers Tab (More to come later) 

 

NeighborNet Tab 

- My NeighborNet Dashboard Tab 

- My Neighbors Tab 

- Bulletin Board Tab (to post things for sale, recommendations, etc.) 

- My Public Profile Tab (how much personal info to share with others) 

- Pet Park Tab (to view Pets that owners have included in the Pet Park) 
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 Opening page that directs you to all the areas of BuildingLink.  We will begin with “My Profile.”

  

 

MY NAME/CONTACT INFO SCREEN                                        

Note file folder tabs across the top.  Each screen will be filled out sequentially or verified that the information is correct.   

Be sure to “SAVE” after editing. 
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LOGIN & PASSWORD SCREEN  

If the resident does not have their Login and Password, it will have to be reset by Management. They can change their 
password on this screen.  Be sure to “SAVE” after editing. Make sure you tell them it is important for them to change their 
default password. You can also have your computer save your Username and Password so next time you open BuildingLink 
it will automatically allow you to login.               

 

 

EMERGENCY CONTACT INFO SCREEN 

Make sure the information is accurate. If not you can edit it. A resident may have more than one emergency contact. Be 

sure to “SAVE” after editing. 
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NOTIFICATIONS SCREEN 

Please make sure you read every question carefully. Be sure to “SAVE NOTIFICATION PREFERENCES”  

when you are done. If the Resident chooses to have communication via paper, please select that on the Resident 

Information Form they filled out. 

 

MY PUBLIC PROFILE SCREEN 

The Public Profile and My Neighbors section of NeighborNet allows you to list information about yourself for other 
residents to see. If this option is enabled for your building, your information will NOT be viewable by other residents unless 
your public profile is active; if you don’t wish to activate your public profile, you can opt out. If you update it be sure to 
press “SAVE”.
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UNIT INFO SCREEN  

Review the information if needed. Note the “Alternative Mailing Address” is used when the Unit is rented, and this would 
contain the Owners address. If the resident has another address that they stay at for portions of the year, they can put that 
address in this section. They need to make sure that the office knows when to use that address.  Be sure to press “SAVE” 
after making any updates. 

 

VEHICLES SCREEN  

It is important that all the fields be filled except the “Location” field which will be filled in by the office. Be sure to “SAVE” 
after updating the information. 
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PET REGISTRY SCREEN  

This screen is used only if you have pets and must be filled out. In the “About” field make sure you list the pet’s county 
license number. If you want your pet to be in the “Pet Park” (the Pet Park allows you to view and share information about 
Pets in all buildings) you can check that option when you are adding your pet. Be sure to “SAVE” after you have updated the 
information.  

 

                           Your Profile has now been completed.  You may go back and change information as needed.     

RESIDENT SERVICES TAB 

MY REPAIR REQUESTS (IN-UNIT SERVICE REQUEST) - Review this section to familiarize resident with process. Please remind 

them that at this time we are not using it but will soon. When using this screen and selecting the drop-down options make 

sure you choose in the Request Category:  PR IN UNIT SERVICE. 
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Then select a Sub-Category example: PR Bathroom sink and put details in the Problem Description Field. 

 

 

 

We will notify all residents when the “My Repair Request” tab is active. Instructions will be emailed out to each 

resident so they have a good understanding of how this process will work.  This process will include a computer-

generated invoice once the work order is completed. Thus, helping to eliminate paper and will also allow 

residents to see the status of their work order. 

Residents who do not have a computer will be able to send an email, stop by or call the office to request a work 

order.  

We do want to emphasize that once the “My Repair Request” is active those whose have computers will need to 

put their requests through BuildingLink. 
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RESIDENT SERVICES TAB 

MY PERMISSIONS TO ENTER – You must enter permissions one person at a time.  This is used primarily by the Gatehouse. 
If you have a family member, guest, contractor/repairperson or delivery coming to your unit they can look it up on the 
screen. This is used for one-time visitors as well as extended visitors. Make sure you choose an expiration date.  There are 4 
options they are: 

Do Not Allow on Campus – used only if there is someone you do not want allowed on campus. 

Vendor (Security) – This is used for delivery companies, repairpersons, contractors, any Commercial entity coming to your 
unit. 

Guest – Family or Friends (Security) – Make sure you put an expiration date. 

Vacation Management – We are NOT using this option. Please fill out the Resident Vacation Form and/or stop by  the office 
know when you will be out of town. 

 

 

 

*If you have given the gate a list of names of family, friends etc… that already have parking passes issued to come to 

your Unit, you will still need to put their names in BuildingLink/Permission to Enter. It is imperative that this data be in 

BuildingLink as this is what the gate will be using when family comes to visit you.  

 

The Amenity and My Deliveries tabs are not be used at this time by Potomac Ridge. 
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MY BUILDING TAB 

CALENDAR – To clear all calendar views select “Clear All”. Then you can select the one(s) you would like to view. You may 

select which month you want to view, and you may view it as a monthly calendar or a list. 

 

CALENDAR LIST VIEW 
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MY BUILDING TAB 

BUILDING CONTACTS TAB IS USED TO SEND EMAIL TO MANAGEMENT – To send the Management Office an email select 

“PR Management”. You do not have to use this to send email if you already have Management email addresses in your 

computer’s email. This is just another option. 
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POTOMAC RIDGE LIBRARY DOCUMENTS 

  

In the Potomac Ridge Library Documents tab, you will find documents that pertain mostly to our building.  Some documents 

could be pertaining to an issue we have in the building. Other documents could be memos that we send out to residents 

regarding things like the schedule for when M.E. Flow is here for furnace inspections, window washing and screen removal 

etc…. We will have different sub-categories that will make it easier for you to find the documents.  
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SERVICES AND OFFERS TAB 

LOCAL BUSINESSES- Directory of Local Vendors displays vendors that Lansdowne Woods residents have used and 

recommended. The Offers tab is not available at this time. 

 

NEIGHBORNET TAB 

MY NEIGHBORNET DASHBOARD TAB - Gives you an overview on the tabs. You can use the dashboard to move around the 
drop-down tabs on the left. 
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NEIGHBORNET TAB 

MY NEIGHBORS TAB - On the “My Neighbors” screen, you’ll be able to view a directory of all residents who have created a 
Public Profile. If you know a resident in the directory, you can click Add as a Friend to mark that resident as a friend, they in 
turn will receive an email with your request and can approve it. Depending on the settings in that person’s profile, you may 
be able to see more information about the resident once he/she confirms you as a friend. And, depending on the settings in 
your profile, that person may be able to see more about you once you add him/her as a friend. You can sort by Last Name. 
First Name or Unit Number. 

 
 
BULLETIN BOARD TAB - This tab allows the resident to communicate with other residents by posting on a variety of 
different topics. You can list items for sale, ask for recommendations for doctors, contractors etc.… A resident also can reply 
to other resident posts by clicking on the post and adding a comment.  When a resident adds a post the Management Office 
will have to approve it before it will post for residents to see.  
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http://help.buildinglink.com/create/edit-a-public-profile$edit%20profile
http://help.buildinglink.com/create/edit-a-public-profile$edit%20profile


 

NEIGHBORNET TAB 

MY PUBLIC PROFILE TAB - allows you to list information about yourself for other residents to see on My Neighbors. Your 
information will NOT be viewable by other residents unless your public profile is active; if you don’t wish to activate your 
public profile, you'll be given the option to opt-out.  

If your profile is inactive, click on the green Activate My Public Profile button. You’ll be taken directly to the “Edit My Public 
Profile” page, where you can choose which information you’ll display in your public profile. 
  
On the “Edit My Public Profile” screen, enter as much or as little information about yourself as you’d like and decide who 
can see each piece of information (No One, Everyone in the Building, or Friends Only). Make sure to click Save My Public 
Profile when you’re done. 
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NEIGHBORNET TAB 

PET PARK TAB - Residents can post pictures and bios of their pets and view other pets in all the buildings in the Lansdowne 
Woods Community. If you find a lost puppy in the courtyard and need to identify its owner, the Pet Park is the place to 
go! There is also a Pet Forum area where you can start conversations with other pet owners. Note: this is separate from the 
PET REGISTRY that is in your profile.  The Pet Park is optional. You can select to have your pet automatically put in the Pet 
Park when you are filling out the Pet Registry.  

 

VIEW OF PET PARK 
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