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Please Sign in...

User Name: I ~

Password: (") Change Password

I you do not have 2 User Name and Password. please contact your buiding representalive or service movider.
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Sign In:

* Go to httpi//hore. 360facility.net

* You will see the log in screen

» Enter your User Name (i.e., jsmith}
s Enter your Password

= Click the “SIGN IN” button

= Note: You may change your password by
clicking the “Change Password” checkbox.
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Create Request h-—-——]
My Requests Chiis Mann at 8:59 PM
» indicates a required field
Property: | Oakbrook Terace Corp. Ctr. IIE]. Space/Floor: l Suite 300 "f?‘l
Type: Janitorial = Sub Type: | Please Select.. e
Priority: l Nomal E
Describe your Request: ;I
Who is making this request?: OLEAR GORTACTINFS I
First Mame: ]Ehris » Last Name: [Mann 4
Company: ]Bank of America E-mail Address: Islwyman@%ﬂfacility.com
Phaone: |31 22223232 = Fax: i
Click OK to submit, RESET ta teset page | OK | RESET I

Entering a Service Request:
« Click on the Create Request tab

« The Property and Space/Floor will default
to your focation

» Select the Request Type — this describes
the category of work (cleaning,
maintenance, HVAC, etc.) See the
attached list of Request Types and
Subtypes

» Select the Request Subtype — this
describes the activity (dumpster request,
toilet plugged, hang misc. items, etc.)

* Describe your Request — if you need to
describe your request in further detail, you
may enter that information into this field.

* Who is making this request? — This will
default to your contact information. If there
is a specific person you want our service
personnel to contact, you may enter that
information here or in the Describe your
Request field.

Click the OK button to send the request
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Tom Tenant at 8:20 PM

Your Request has been recorded.
The request numberis 1113

Please write this number down for future reference. Thank you.
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Confirmation:

= When the request is entered, the system
will display the Request Number.,
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Chas Mann at 8:57 Pid

4 Open Requests for Chris Mann

Tepe/SubTvpe

Checking the status:
= Click on the My Requests tab

= Click on the Request ID of the request you
want to check

__UPDATE

Date Aeguast 1D Requested By Proporty Assioned To i ™ Id |
8/6/2003 Mann, Chig Oskbiook Terisce Cop, - Lighting Enginser Open / Nomal = The system will display the View Request
1236 PH = ol T8} guly 8/6/200312:37 PM Det 'y LG 4
Suite 300 etaiis page.
8/26/2003 3948  Mann Chis Doakbiook Teraca Coip,  Janiktorial Pontst Dpan / Noimal
928 AM Cir il Ciean Dask
Mann. Cheis S%ﬁ T G Janitorial P. 7 Noiral
£/29/2003 i wbiook Taniace Corp.  Janitori SC] Dpan 4 Noarr
12:04 PM £ ghx “300 Floot - Skppery
uile
8/3/2003 Marn, Cheis Chicago Campus Daskiop Support Managet Dper / Nomal
10:16 AM = Gsn:ﬁ:h Keyboard 9/3/2003 10:34 A
Closed Requests for Chris Mann {past 30 days)
Date Aeqg Reguest ID Reguested By Praperty Request Type Date Closed
6/17/2003 3858 i Dakbiook Tenrace Coip.  Food Service 9/4/2003
Ci. 0 Caleiing Rogquest
Suile 300
7/24/2003 3906 Mann, Chiis Oekbrook Tenrace Coip,  Mainienance B/6/2003
Cr. 1t Hang Misc tems
Suite 300
T3 <] Mann, Chrig Dakbiock Terrace Comp.  Tempetatre 8/26/2003
Cte. )l Toa Coid
Create Request My Requests Cheis Mann
Viewing Request Details:
— —— _—— * You can see all of the information that you
entered on this page
* The Request History shows the response
thwmen(®360facity com of the service personnel to your request

= |f you need to send more information, you
can enter that information in the General
Comments field.

« Click the Update button to send your
update
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Special Notes to Our Tenants:

e Please do not enter a work request in 360Facility if you are experiencing an emergency. Call our office or
after hours emergency number so we can address it immediately.

e Work requests entered outside of our office hours will be addressed the next business day.

e Using 360Facility to communicate your work request is an optional method. You may continue to use
phone or email to contact us with your requests. Feel free to use all three methods!

o The “hardest part” of entering your work request in 360Facility is picking the Request Type and Subtype.
Reference the attached list to help you get acquainted with these categories. Choose the category that
most closely fits the type of work you are requesting. Don’t worry about choosing a “wrong” category
since the Statement of Work box is the most important step in communicating your request. Give enough
detail here to clearly communicate your request.
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HAMILTON PARTNERS TENANT REQUEST CATEGORY LIST IN 360FACILITY
As of 11/14/05

Select "Type" first. The screen will refresh and you will get the appropriate "Subtypes" in the drop down list.

Type SubType

Cleaning Carpet Cleaning
Cleaning Dumpster Request- Inside
Cleaning Dumpster Request- Quiside
Cleaning Dusting

Cleaning Floor - Solid

Cleaning Glass

Cleaning Kitchen

Cleaning Qdor

Cleaning Other

Cleaning Restroom - Private
Cleaning Restroom - Supplies
Cleaning Spill

Cleaning Trash

Cleaning Vacuuming

HVAC HYAC - After Hours
HVAC HVAC - Fan

HVAC HVAC - Noise

HVAC HVAC - Other

HVAC HVAC - Too Cold

HVAC HVAC - Too Hot
Keys/Card Access Access Cards

Keys/Card Access Keys

Keys/Card Access Locks

Lighting Bulbs - Common
Lighting Buibs - Tenant Speciaity
Lighting Bulbs - Tenant Standard
Lighting Desk Lights

Lighting Exit Sign /
Lighting Exterior

Lighting Other

Lighting Signage

Maintenance Blinds

Maintenance Carpentry

Maintenance Ceiling Leak

Maintenance Ceiling Tile

Maintenance Doors

Maintenance Electrical

Maintenance Elevator

Maintenance Hang Misc ltems
Maintenance Other

Maintenance
Maintenance
Maintenance
Maintenance
Maintenance
Maintenance
Maintenance
Maintenance
Maintenance
Maintenance
Porter Service
Porter Service

Painting/Wall Paper
Pest Control

Plumbing - Drains
Plumbing - Other
Roof or Window Leak
Smoke Detectors
Snow Removal
Toilet/Urinal Overflow
Toilet/Urinal Plugged

Toilet/Urinal Running Water

Clean Item
Move Item

Note: The sub types in bold above are the most common tenant
request categories. When entering a work request in 360 Facility,
you must enter the type first, the screen will refresh and then the
sub type will be available in the drop down menu.





