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Web-based Work Order System

Tenant Service Guide



1. You have received or will receive an e-mail similar to the example below with the
website link to go to.
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Reply Reply Al Forward Prink Delete Previous Tt Addresses
From: Robert Tefft
Date: Friday, January 13, 2006 12:35 PM
To: rtefft@impaksolutions.com

Subject:  Tenant Service Center

Dear Tenant: \

Tou can now access our new online tenant service center at www.impaltcallcenter. com/ with the
username and password lsted below.

|»

You are welcome to place your service requests, commumcate with our property management staff, and review the nstory
of your service account onlme!

Thank you,
Julie Heuston
Property Administrator

Your Username: robertt
Tour Password: gloo12

N |

2. Click on the website link to go directly to the program (below).
3. Click on “Log In”.
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You can submit service requests, review the progress and history of previous service
requests, and view memos and notices from our property management offices.

If you are reporting an emergency, please do not utilize this means of communication.
Call your management office directly or theNgeal authorities at 911,

If you are a registered user, please Login here.

I you are a tenant and have not yet registered,
please contact your property management office,
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30003004 Tafiial Inc.

4. Enter the username and password provided in your email.

E /:)l | ) search ' Favorkes '@“:3" I 3

Loallcenter .com
= || |!:_| Search = a http:/ fwwwimpakcallcenter.com - IMPAK - Microsoft In hs ¥
Username: |
Password:
Welc I er’”
Login
You can submit evious serv
requests, an ent offices,
If you are reporti—= 18] Cone - l_l_l_l_l_l'- Zlommunicatid

Call your management ‘office directly or the local authorities at911.
If you are a registered user, please Log in here,

If you are a tenant and have not yet registered,
please contact yvour property management office,
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5. To post a new service request, click on the link to “Post a New Service
Request”.
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3100 Monticella
TefftMet, Inc.
Robert Tefft

|o 5 03 &Y Address: [y ee @A

TENANT SERVICE CENTER

Create and send service regquests to your property managemant office, chack the status of recently
postad requests, ay review your entire recent service request history.

ACTIVITY DESCRIPTION
POST & MEW SERVICE REQUEST E;l?;t.a and send a service réquest b Our pRODEMTY Manapement
RECENT SERVICE REQUESTS Get updated information regarding the progress of your recant

Service request(s), and reviaw your réfent servite history.

NOTICES, MEMOS AND

ANMOUNCEMENTS Get the latest scoop dractly from wour proparty managemant offics

6. Fill out this simple form, then click “Post Request”.



POST A NEW SERVICE REQUEST

Property: 2100 Monticello (Monticello)
Tenant: Teffthet, Inc.
Suite #: 1300
Tenant Phone:
Reguested By: Robert Tefft
Email address: rtefft@impaksolutions.com

Please take a moment to describe your maintenance concern.
We will respond to your request as soon as possible.

If you are reporting an emergency, please do not utilize this means of
communication. Call your management office directly or the local authorities at 911

* Location: I—Seled Location—j

* Joh Type: |—Se|ec1 Job Twpe— j
* Your Service Request: | ;l

=l
\ *  Required

| Post Bequest I Cancel

7. You will see the following message and the property management team will
immediately receive your service request via an e-mail notification.

Thank you for posting your request for service on our
website.
We will respond to your request as soon as possible.
Please come back and CHECK RECENT REQUESTS to
stay informed about our progress.

Thanks Again,
The Property Maintenance Office.



http://www.impakcallcenter.com/app/ttcsr.asp
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PEle Ecdt Wew Dresit  Foest  Took  Aotions  Help

T hiepe

Sent:  Fri 1]13/2006 1:35 PM
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Subject: TSR & 8922

Tenanc: TeffrNer, Inc.

Property: 2100 Honticelle (Monticello)
Addresas: 3100 FMoncicello

Dace/Time: 1/13/2006; 1:34:53 PH
Pequested By: Robert Teffoc

Contact Phone:

Service Description: NHain Lebby ** Spilled coffee by the security desk.

8. To check your recent requests, click the link “Recent Service Requests” on the

main screen.

| e 3 ¢} address: [

ACTIVITY

RECENT SERVICE REQUESTS

NOTICES, MEMOS AND
SHNOUNCEMENTS
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3100 Monticello
TefftMet, Inc.
Robert Tefft

e (B A

TENANT SERVICE CENTER

Create and send service requests to your progesty managemant office, chack the status of racently
posted requests, and review your entire recent sarvice raquest history.

DESCRIPTION

affice.

POST A NEW SERVICE F‘E}}éﬁ Create and send a Servicd réquest B our propedty Mmanapemeant

Get updated information regarding the progress of your recent
service request(s), and review your redant service history.

Get the latest scoop dractly from your property management officsl




9. This screen will show a list of your recent service requests. Click on the date to
view complete details.

X IMPAK - Microsolt Internet [xplorer

3100 Monticello
Teffthlat, Inc.
Robert Tefft

ek 3 @Y Address: [hepsd oo | H. L )

I RECENT SERVICE REQUESTS
TafftNet, Ine.
BT S .1 Y R [ = T

B22 |1/13/2006 | 1:34:53 PM [Main Lobby ** Spilled coffee by the secunty desk Recaived Robert Tefft

/ Chek on the DATE to view complete detals

MEO04 = 2006 TelftNet, Inc.

W IMPAK - Microsolt Internet Explorer

3100 Monticello
Teffthet, Inc.
Robert Tefft
5 (3 5} Addrees: [hepss oo || = A
-
=3 TSR WORK ORDER # 8922
Priority: | Walin 1 day I Status: | Acknowiledged
Requestor: | Robedt Tefm Tanant: | 1800, Tefmiat, e,
Phone: Fax:
Crate Requested: | 1132006 Time Requestad: | :34:53 PM
Date Started: Time Started:
Crate Completed: Time Completad:
Sarvice Requested:
Ml Lodslyy ** Spilled coffes by e secunity desk.
Froperty: | 3100 Monticolls (Monticalio) Location: | Main Lobty
Equlpment Jab Type Employes Labor Hours
Janitorial HA
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10. The management team is also able to post information on this website. To view
this information, click on the link “Notices, Memos and Announcements”.
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3100 Monticello
TefftMet, Inc.
Robert Tefft

| e 3 2 Address: [ripor e O A

Create and send service reguests to your progerty managemant office, check the status of recently
postad requests, and review your entire recant service reguest history.

ACTIVITY DESCRIPTION

POST A NEW SERVICE REQUEST g;l?:_a and send a service réquest b our propedty management
RECENT SERVICE REQUESTS Get updated information regarding the progress of your recent

service request(s), and review your recent service history.
NOTICES, MEMOS AND

SNNOUNCEMENTS \

Get the latest scoop dractly from your property management officsl

11. Then click on the date to view the document.

h IMPAK - Microsoft Internel Explorer

3100 Monticella
Taffthlat, Inc.
Rabert Tefft

do sl (3 2% address: [bepss oo | . A

MNOTICES, MEMOS ANMD ANMNOUNCEMEMNTS

I e vyt
171 /2008 Maw Years Holiday

/ 2004 - 2006 Tefftet, Inc.
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3 IMPAK - Microsoft Internet Explorer

3100 Monticello
TefftMat, Inc.
Robart Teafft
= = ) (3} Address: | hepd R e
Frol ShomnaMarkin = Shows | #3 3 <3 - b= Q%o 3| &

NEW YEAR'S HOLIDAY

The Property Management Office will be closed on Monday. January
2. 2006 in chservance of the Maw Year: Day. since New Years Day s
b ar official building holiday, builcdirg services such a: air conditioning,
m al@]s m »
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12. To go back to the main menu page you can always click on the house icon on the
top left corner. And make sure you log out after you are done for the day.
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3100 Monticelio
TefftMet. Inc.
Robert TefM
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Create and send service requests (o your proparty management office, check the status of recently
posted reguests, and review YOur enting recent Service reguiest history
ACTIVITY DESCRIFTION
POST A NEW SERVICE RECGUEST Er:rﬁf_-“ and send 2 serviod regquest D O property Mansgemrant
et - Gt updated mlormalesn FEgandng the prograts of Yo' fkiant
RECEMNT SERVICE REQUESTS SRrOCE MpQUREt] ], and reviow Your Mecent Saevice Ristory
FOTICES, MEMOS AN e
EHNOUNEEMENTS Get the latest sooop drectly from your property management office
=
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