CURRENT AMIDTOWN

APARTMENTS

How to Request a Maintenance Request through your MyRentPortal

1. Initial Dashboard upon logging in. See example below:
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2. Click on Maintenance tab. You will be shown the current maintenance requests on your account:

Dashboard Payments Maintenance Documents Communication Log Lease Detall Roommate Finder

Logged in as Andrew Hoover | Log Out

Maintenance Request
CURRENT MAINTENANCE REQUESTS

Work Order# 26951 - Terminated

Work Order# 26950 - Terminated

a. You can click on each Work Order to see further details. See below example when clicked:



Dashboard Payments Maintenance Documents Communication Log Lease Detall Roommate Finder

Logged in as Andrew Hoover | Log Out
Maintenance Request
CURRENT MAINTENANCE REQUESTS

Work Order# 26951 - Terminated

Issue Description:  Staff requested maintenance request example for SOP
Estimated Completion Date:  2021-10-22

Assigned To: Maintenance Admin

3. To create a new Maintenance request, scroll to the bottom of your Work Order list and Click on ‘ Add
Maintenance Request. See example below:

Add
Maintenance
Request

4. After clicking on ‘ Add Maintenance Request you will have the opportunity to enter the problem in the

Problem box, your Availability in the Availability Box and upload any pictures / videos of the request. See
below for the initial screen upon clicking the Add Maintenance Request Button:

Dashboard Payments Maintenance Documents Communication Log Lease Detall Roommate Finder

Logged in as Andrew Hoover | Log Out

Maintenance Request

Problem:

Availability:

Upload Attachments: Choose File | No file chosen
Choose File | No file chosen

Choose File |No file chosen

Submit Cancel

See Below for example of completed for prior to clicking on the Submit button:



5.

Dashboard Payments Maintenance Documents Communication Log Lease Detall Roommate Finder

Logged in as Andrew Hoover | Log Out

Maintenance Request

Problem: Toilet continually running.

Availability: During normal business hours. |

Upload Attachments: Choose File |No file chosen

‘ Choose File ’ No file chosen

Choose File | No file chosen
™ | @

Submit Cancel

After clicking the submit button you will see the following:

Dashboard Payments Maintenance Documents Communication Log Lease Detall Roommate Finder

Logged in as Andrew Hoover | Log Out

Maintenance Request
+ Maintenance Request Added Successfully

<

Back

Until it is activated and assigned you will see the request will be in pending status.

Dashboard Payments Maintenance Documents Communication Log Lease Detall Roommate Finder

Logged in as Andrew Hoover | Log Out

Maintenance Request
CURRENT MAINTENANCE REQUESTS

Work Order# 27276 -

Issue Description:  Toilet continually running.
Estimated Completion Date: Unknown
Assigned To: Unknown

You will receive emails and text messages associated with the request from beginning, activation and
assignment, updates, when maintenance is in your unit and completion.

In addition, your roommates will receive similar notifications via email and text of your request without the
specific details of your request.



