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SUBMIT A SERVICE REQUEST
You can reach our online system in two ways:
1. Clicking on Service Request from your

property website
2. Go directly to www.310SERV.com

Once at our 310-SERV website, you can click on

%  SUBMIT SERVICE REQUEST
2 to commence the Service

Request submission process.
The log in screen will appear.

NEW USERS: Refer to page 6 of this Guide for
New User Set-Up instructions.

TO LOGIN:
1. Enter your Online ID and Password and
click the _Login | button.

If you forget your password, click on Forgot
Password? A message box will display
requesting your Online ID.

Type in your Online ID and click Skl vour
password will be e-mailed to you shortly.

When you receive your password via e-mail,
follow the Login procedures above.

To submit 3 Serwice Request, please dlick on the
"SUBMIT SERYICE REQUEST" button below,

For new users, please click here to REGISTER

IF wou have an urgent request, please call Brookfield
Properties’ Customer  Service  Hotine  310-SERW
(7378), and a Service Representative will be happy ko
assist you,

Service Representatives are avalable 24 hours/day,
7 days/week,
L

“w
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CREATE A SERVICE REQUEST:

1.

Click the New Request icon -ﬁf
on the top tool bar.

The New Request window displays and
contains your caller profile detalils.

If the request is for a different site, click the

Lookup icon ld to the right of the Site field
and select the appropriate location (if
applicable).

Enter the details of your work request into
the Request Description field.

If the Work Location fields
(Floor/Suite/Area) are empty or if the work
is needed for a different Floor/Suite/Area,

New Request

For EMERGENCIES, please cantzot your buiding SECURITY diectl, For al ather metters requiring personal

assistaioe, please cortact 310-SERY (7376).

Fitsg Name* Kris

Brookielc Base

Building

Phone* 416-369-0277 Fax 416-159-95%9

sitg* BRKL003-83; Wellngtor Toner. 161 Bay Sireet, Torcnto ONMSI2TS |
Floor02  Suite 200 Area

Last Name*  Sehwartz

Requested On

Request Description® Ao
(Max. 240 characters)

16-0c-2009 1128 PM

enter them into the appropriate Work
Location fields.

Click the Lookup icon L to the right of the

Request Category field and select the most

appropriate one.

Click the _S4Bmit | b tton at the bottom of

the window and the system will display your

Web Request Number.

Click on the 2Kl button to close the Service

Request Number message box.
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CHECKING THE STATUS OF YOUR
SERVICE REQUEST:

1. Click the My Inbox icon @ from the
tool bar.

2. Click on the H sign or click directly on

itself to display your list of
queues.

3. Click on the name of the desired queue:
a MyRequests
E MyClosedRequests

4. From e MyRequests: Request Status
contains a list of all your active requests.

Click directly on the request to view more
details.

5. From 2 MyClosedRequests: Search by

date, using the “Requested On From”, and

“Requested On To”, by clicking on the
calendar icon — to display the calendar.
Once you select dates, click on the Search

button .

6. If you would like to print or save a report of

your work orders, you can simply select the

printicon (&%) and the report will be
displayed in the PDF viewer.

Note: If you are the main tenant contact for

your company and have requested access to

view all work orders submitted by your
employees, you will see a Supervisor
Queue.
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CHANGING YOUR PROFILE:

1. Click on My Profile icon ﬁ from the top tool
bar. The My Profile - Main window displays
all of your contact and work site information.

2. Click on the fields as necessary to change the
information. (Please note that your tenant
name and work site information cannot be
modified. To change this information, simply
call 310-SERYV (7378), and a Brookfield
Properties Representative will assist you).

B

F::que::tl My Profile ‘ My Inbox
|

y

3. If you wish to receive an email notifying you
when a call is In-Progress and/or Complete,
please check of the appropriate boxes in your

profile. N

4. Click the 2% ] putton at the bottom of the
window when you have completed your
changes.
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My Profile - Main

First Name® beris Last Mame® Schwar
Langyage ENGLIZH
Tenant Mame® Brockfind Bate Building

Phone* 4163808277 Fax a16-359-8599
ail kschwarte@brookhirlfproperties e cell [414-909-5658
Page 416-679-5884 ki weraw bherplace. com

[ I hiotify wia E-Mail when Request Status changes to IN-FRG
=2 ¥ sty wia E-Mail when Request is COMPLETE

Change Password
Confirm Password

Online 1D (I3

B My Work Sites

My Wark Sites

BRE1013-Queen's Quay Terminal - Tenants =
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PLEASE NOTE: IF YOU ARE A NEW USER YOU WILL BE REQUIRED TO FOLLOW THE INSTRUCTIONS
BELOW BEFORE PROCESSING A SERVICE REQUEST.

NEW USER SET- UP:

Click on Register to commence the process. Brookfield

To submit & Service Request, please dick on the
“SUBMIT SERYICE REQUEST" button below.

% SUBMIT SERVICE REQUEST
For new sers, please dick her

If you have an urgent request, please call Brookfield
Properties' Customer Service Hotline 310-GERW
(7378), and a Service Representative will be happy to
assist you,

Service Representatives are avalable 24 hours/day,
7 days/week,
-

L B
)_ Tenant Service Request User Guide
=

YOUR CONNECTION TO QUTSTANDING SERVICE

A form page will appear. Please type in all ) B | )
of your contact and location information izl . ﬁ
in the appropriate fields. Select a Request | : ' :

Type. Type in the Description of your
Service.

- UBMIT I':'R\.-'ICE' REQUEST
Click on e .

To Register and submit 2 Service Request, please complete all
Fields belos,

) Company
Hame:
Suite;
Froperty
e Hame:,

YOUR CONNECTION TO OUTSTANDING SERVICE

Service Representatives available
24 hrs / 7 days a week

x ‘SUBMIT SERVICE REQUEST

A Service Representative will process your
Service Request and set-up a NEW online
user account which will be emailed to you
when complete.

Thark you test test fo
tem!

gnant Service Request

‘our Service Request has been submitted to our Service Cantr®
and our property staff will attend ko it as saon as possitle.

“ou will racsive an e-mal praviding you with your new Online 1D
and Password, as wel as a Work Order nunber for your
request, I you da not receive an email within one (1) hour, please
%l 310-SERY (7378) for assistance,

NOTE:
Your user name will be your email address

310-SERV

YOUR CONNECTION TO OUTSTANDING SERVICE

Service Representatives available
24 hrs / 7 days a week
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