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Getting Started

About the Tenant Services Interface

Commercial Properties Limited is pleased to offer our tenants a self-service, web interface known
as the Tenant Services Interface. This interface enables you to enter and track Service Requests

and Resource Reservations online.

We will provide your designated contacts with a user name and password for using the Tenant

Services Interface at www.commercial-properties.ca . Please remember our 24 hour toll free

number for urgent requests: 1-877-536-6600.

Please note that the screenshots included here are for instructional purposes only and will differ

depending on how your property has been set up.

Logging In

1. Establish an Internet connection. Open a web browser to www.commercial-properties.ca

and select “Service Requests” under the @ Your Service menu. Click the “Login here”
link to display the Login screen.

Click the User Name field and enter your user name as provided by us.

Click the Password field and enter your password.

Click Submit.

sign-in to the tenant services system

Uzer Mame : Ihchang

Password I-----

[ Remember Me
I Siggn In l

Forgot wour password? Click Here
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Tenant Service Requests

About Tenant Service Requests

The Tenant Services Interface allows you to enter and track your service requests on-line. This
feature improves your communication with us, promotes faster service, and gives you a record of

your requests.

Making a Request

1. Click New Request in the main menu. The Service Request Entry screen is displayed.

The system automatically selects your property in the Property drop-down.

2. Some Tenants may be configured to enter Requests for more than one building. In this
case there will be a Building field on the Service Request Entry screen. To select a
building for the location of the Request, click the Building field and select the desired

building from the drop-down list.

Property : Hillviesy Tovvers
& Building : ) |Hi||view Towers j

Floor & Suite :

Tower Ohe
Request Type - IITu:uwer Twin

Date Required . (& 42 20on A= Possible
@ | Time: I jl jl j
Dretails ﬂ

Submit Return To List
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3. The system automatically selects your Floor or Suite in the Floor & Suite drop-down. To
enter a request for another Floor or Suite, click the Floor & Suite field and select it from

the drop-down menu.

Property : Hillview: Towers

Building : I Hillview Towers

B
ED] :

Request Type :

1, Ladies Washroom
Date Required : |1, Lobby
1, Main Hallway

1, Men's Washroom EI vI

2
Details : 2, Ladies Washroom -
2, Main Hallway

2, Men's Washroom
3,3M

3,302

3,303

3, Ladies Washroom ﬂ
3, Main Hallway

3, Men's Washroom
4, Ladies Washroom
4, Main Hallway

4, Men's Washroom

4. Click the Request Type field and select a Request Type from the drop-down menu.

Property : Hillviewy Tovwers

Builcling : I Hillviewe Towers

Floor & Suite © |2

(Fequest Typ IF'Iease Choose

Drater Reguired ©

Led L] Ll

Electrical

Elevator _L”_L'

Fax Machines
Details : Furniture - Add/Change/Delete ]
Housekeeping
HWAC - After Hours
HWAC - General
HWwAC - Too Cold
HWAC - Too Hot
Inspections =
Janitarial

Key & Lock

Light Bulbs & Ballasts
hWlaintenance
Miscellaneous Charge

5. By default, the As Soon As Possible checkbox is selected. To enter a Date Required,

click the _I or the Date Required field and select a date from the calendar. To enter

a required time, click the time fields and select the time.

6. Click the Details field and enter the details of the request.

Commercial Properties Limited Page 5 of 19



Tenant Service Requests - Guidebook

7. Click Submit. Your request is submitted, and the Request Confirmation screen is

displayed.

NOTE: if your property uses the Authorization feature, your request may require

authorization before it can be processed. The system will display a message informing

you that authorization is required.

Property :
Buuilding :
Floor & Suite :

Request Tyvpe :

Diate Reguired

Details :

Hillvieww Towers

IHiII\riew Towers ﬂ
[ 5
| Light Bulbs & Ballasts =

¥ 1.5 Soon As Possible

Light out in print room. |

Finding a Request

Requests can be easily located on the My Requests screen.

Finding Requests

By default, the system displays Requests submitted in the last 30 days, of any Request Type, and

any status.

To change the time frame, click the Submitted drop-down and select the desired time frame.

Request Type Status

Last 30 days j |Any

j IAny j Search |

i ast A0 days ecaived Status Request Tvpe Details

qLast 60 days -10:24 &M Mew Elewator Elewvataor not working,
Last 120 days

+5 O I - 10:57 AM Mew HY&C - Too Hok Too hok in iy office,

4337 Jun 14 -09:01 AM Mew Elewator Elewator not working,

Commercial Properties Limited
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To change the Request Type, click the Request Type drop-down and select the desired Request

Type.

Submitted

Status

Last 7 days

Request Type ,
j An

Request Ma,
4560
4341
4337

Date Rey
Jun 204
Jun 14+
Jun 14+

To

Electrical
Elevataor
Fax Machines

Furniture - Add/Change/Delete

Haousekeeping

HWALC - After Hours
HWALC - General
HwAL - Too Cold
HWALC - Too Hot
Inspections

Janitarial

Key & Lock

Light Bulhs & Ballasts
Maintenance
Miscellaneous Charge
Wove Materials

Mot known

Plumhbing

Secunty Access Card
Securty Service
Unspecified

. |Any

j Search

Details
Elevator not waorking,
Too hot in my office.

Elevatar not working,

change the status, click the Status drop-down and select the desired status.

Submitted

Recuest Type

Last 7 days j |Elevatnr

New

Request Mo,  Date Received Stakus Request Tyvpe
4560 Jun 20 - 10:24 AM - New Elevatar

4341 Jun 14 - 1057 AM MNew HYAC - Too Hat
4337 Jun 14 - 0901 AM MNew Eleratar

Cipen

In Pragress
Delayed
Declined
Cancelled

Then click the Search button

Service Requests screen.

Organizing My Service Requests

By default, the system organizes the Requests by Request Number in descending order (highest
to lowest). To change the order of Requests by Request Number, click Request No. The

Completed

niok working,
N my office.

niok warking.

. Requests matching the selected criteria are displayed on the My

requests are displayed in ascending order (lowest to highest) by Request Number.

Commercial Properties Limited
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To organize the Requests by Date Received, click Date Received. The Requests are displayed

in descending order. To display the Requests in ascending order, click Date Received again.

To organize the Requests by Status, click Status. New Requests are displayed at the top of the
list, followed by Open and Completed Requests. To display Completed Requests at the top of the
list, click Status again.

To organize the Requests by Request Type, click Request Type. The Requests are displayed by
Request Type in ascending alphabetical order. To organize the Requests by Request type in

descending alphabetical order, click Request Type again.

Submitted Reguest Type Status
Last 7 days j IEIevatnr j IAng,f j Search
Reqguest Mo, Date Received Stakus Reguest Tvpe Details
4560 Jun 20 - 10:24 AM Mew Elewator Elevatar nok working.
4337 Jun 14 - 0901 &M New Elevatar Elewatar nak warking,
Avuthorization

About Tenant Authorization

The Tenant Authorization feature enables tenants to allow their contacts to submit requests via
the Tenant Services Interface, and designate one or more contacts, named Authorizers, to

authorize and decline these requests via the Tenant Services Interface.

Setup

The Setup screen allows you to:
e Set up automatic authorization for certain Request Types, and

o Determine if billable reservations require authorization.

As shown in the screenshot below, these settings apply to all authorizers in your company.
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1. To select which Request Types can be automatically authorized, locate the desired
Request Type and click the checkbox to select it.

2. Toindicate that billable reservations require authorization, click the Billable reservations
require authorization checkbox to select it.

3. Click Submit.

The following settings apply to you and all ather autharizers within Blaze Printing

_ =
i—Sentic:e Reguests ,"

Automstically autharize service reguests of the typeis) belowe. &1l ather service requests
must he authorized manually.
[ Blectrical [T Hvac - Too Cald [ Miscelaneous Charge
I Elevator [ HvAC - Too Het [ Mave Materials
[ Fax Machines [ Inspectionsz [ Mot known
I Furniture - Ldd/ChangeDelete [ Janitarial O Plumbing
O Housekeeping |- Key & Lock O Security Access Card
[T Hwac - atter Hours O Light Bulbs & Ballasts | Security Service
[ Hvac - General [ Mairtenance O Unspecified

Resemations

¥ Billable reservations require authorization

Sulkmit

Avuthorizing Items

1. Select Items to Authorize from the main menu. Service Requests requiring your
authorization are displayed in the top section. Reservations requiring your authorization
are displayed in the bottom section.

2. By default, the system displays items in descending order by Request Number or
Reservation Number, from the highest number to the lowest.

To arrange items in ascending order, click the Request No or Reservation Number
column heading.
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To arrange items by date, with the most recent requests at the top of the list, click the

Date Received or Date Required column heading.
To arrange items by colleague in ascending alphabetical order, click Colleague.

3. To Authorize an item, locate the desired item and click the Authorize or Decline radio

button as desired.

4. When all selections are made, click Save My Decisions. When the requester logs in to
the Tenant Services Interface, Requests that are authorized will be marked Authorized,
and those that are declined will be marked Declined. If None is selected, no change will

be made.

Save My Decision(s)

Service Requests To Authorize (3 requests)

Request Type Details

Date Received Colleague

Request Ma,
4557 Jun 14 - 09:01 AM Maria Alphonso

Elewator Elevator not working, @ Authorize

© Decline

© None

4341 Jun 14 - 10:57 AM Maria Alphonsa HYAC - Too Hat Taoo hat in my office. O suthorize
© Decine

& hone
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About Resource Reservations

Resource Reservations simplifies, streamlines and optimizes the reservation process for all of
your building's amenities. Using your property's Tenant Services Interface, you can book and

track the resources your building has to offer.

Making a New Reservation

1. Select New Reservation from the main menu. The Reservation Wizard is displayed.

2. The Who & Where section determines who requires the reservation, and where the
resource is required. To select the building, click the Building field and select the desired

building from the drop-down list.

3. By default, the system displays your name in the Required By field. If the resource is
required by someone else, click the Required By field and select your colleague's name

from the drop-down list.

E—Whn &Wher-e\,

Propetty : Hillviewy Towwers
Buuilcling : I Any j
Required By : IMaria Alphonso j

d-"..-- - \-.__.
$ R - . y

4. The Date and Time Required section determines the day and time that the resource is

required, and how long it is needed. To select the date required, click the J and select
the desired date from the calendar. Or, click the Date Required field and enter the date.

5. To select the time required, click the Time Required fields and select the hour and
minutes from the drop down lists. Then click the AM/PM field and select if the desired
time is AM or PM.
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6. Enter the duration that the resource is required in the Duration field.

—_

N

1-. Date / Time Regquired —#
Date Required : IE,-'1 712005 |

Titme: Reguired : IDS: jISD jl Fhd j
Duration ; |1_ hours IDD "l minutes

o

7. Select the type of resource that is required in the Resources section. To select the type of
resource, click the Type field and select the type of Resource from the drop-down list.

rResource(s)

-

Resaurce : Building Yehicles/Trucks/Cars
Catering Equipment
Computers |
Concert Hall the
Tupe Conferenc_e Roarm
Electric Lift

I Elevatar ] Add
Freight Elevators
Golf Cart
|Loading Dock ]
Parlaur -

Yideo Equipment
Continue Exit Wizard
—_— - - b

Additional Resoun

8. The system searches for available resources of the selected type. By default, the system
displays Any Available in the Resource field. To select from the available resources,

click the Resource field and select the desired resource.
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rResource

Type :

)

|Lnading Dock

‘ Resaurce ; ' IAn Available

AT

N Laading Dock - East Side
Addltional REs0UrS)| g ading Dock - South Side

Tvpe

Freight Elevators

Resource

IFreigh‘t Elewsor - Large LI Details

Eemove

s

Once selected, notice the information that is displayed to the right of your selection.

These details will help you to select a resource.

rResource(s)

Type:

Resource

ILDading Dock -
ILuading Dock - East &7 petails

Additional Resources (optional) :

Type

Freight Elevatars

Resource

| =

IFreigI"rl Elevaor »| Detais

Remave

Add

Loading Dock - East Side
Deserpéion.

Holds 5000 |bs.
Tnstrucions:

Mone Availsble

Reservation Restrictions:

Resource can be reserved For a maximum of
1 Hour

Continue

Exit Wizard

9. Your property may associate resources that are commonly used together. This makes it

easier for you to reserve all the resources you need at once. In this example, the property

has associated a Freight Elevator with a Loading Dock. To view the details for the

additional resource, click Details. If you do not wish to reserve this resource, click

Remove. If you would like to search for an additional resource, click Add.

Commercial Properties Limited
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Resource: . o Eﬂ Details
Holds 5000 ILL
Additional Resources (optianal) : Snsfeuchions:
Type Resource biane
Fraight Elevatars Freight Elevaar = j Details Ragaration £
ITIC!
Resource co
=l I =l @) 1Hour |
Resalrers il

F

Continue [ E:xit 'Ie“\ﬂzard(

%

10. When all selections are made click Continue. The system checks the availability of the

11.

resources you have selected.

If there is a conflicting reservation already in the system, a warning message such as the
one below will be displayed. Consult the error message and make new selections for
your reservation. In this example, the desired Loading Dock can not be reserved for more
than 1 hour, and Freight Elevators are not available for reservation until a later time.

When you have changed your selections, click Continue.

Loading Dock - East Side can't be reserved for more than 1 hour{s)

All Freight Elevators resource(s) conflict with the minimum start time. Try choosing a later time.

rtho & Where rDate / Time Required
Property : Hillviewy Towwers Dt REGFEH: W_]
S IW Time Reguired : IDQ: jISD jl P j
e IW Duration : |2_ haurs I@ minutes

rResource(s)

|| Lo M ading Dock | M .
— -OC-I_ e L

12. When the resource you have selected is reserved at the selected time, the system will

display a list of alternative days and times when the resource is available, as shown in
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the example below. Click another desirable time, and then click Continue.

Loading Dock - East Side is already reserved during the required time

The calendar below presents afternate times during vwhich sll the
required resources are avalable. Please click on the aternate time that
meets your needs (it will appear in green).

CALENDAR - June 21

10:30amm - 11:30am
11:00am - 12:000m
11:30amm - 12:30pm
12:00pm - 01:000m
12:30prn - 01:30pm
01:00pm - 0Z:00pm

Please select an alternate time on the left to
view information about the resource(s)
available at that time

Continue [ Ga Back I Exit Wizard

13. Enter any special notes that may be required in the Special Notes section.
14. Click Reserve. The Reservation Confirmation screen is displayed.
NOTE: if your property uses the Authorization feature, your request may require

authorization before it can be processed. The system will display a message informing

you that authorization is required.
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Finding Reservations

Select My Reservations from the main menu.

By default, the system displays all your reservations for this month. To display another time

frame, click the Reservation Time field and select the desired time frame from the drop-down

menu.

Fezervation Time

This Month ]| sear

<k Side

sk Side
4471 Conference Room 2
4470 Conference Room 2

Resetvation Date

Skatus

Jun 21 - 10:30 AM
Jun 21 - 09:30 AM
Jun 20 - 09:30 AM
Jun 20 - 11:30 AM

Reserved
Reserved
Requires Tenant Authorization

Requires Approval

Click Search. The results are displayed.

Organizing the Reservation

List

The Reservation List can be easily sorted by clicking the list headings.

By default, the list is organized by Reservation Number, in descending order (highest to lowest).

To organize the list in ascending order (lowest to highest) by Reservation Number, click

Reservation No.

To sort the list by Resource Type in ascending alphabetical order, click Resource Type.

To sort the list by Reservation Date ascending order, click Reservation Date.

To sort the list by Status type in ascending alphabetical order, click Status.

Reservation Time
| This Month =l Search

@rvation Mo, Resourcels) Reservation Date %L;)
4565 Loading Dock - East Side Jun 21 - 10:30 AM Reserved
4564 Loading Dock - East Side Jun 21 - 09:30 AM Reserved
4471 Conference Room 2 Jun 20 - 09:30 AM Reserved
4470 Conference Room 2 Jun 20 - 11:30 AM Reserved

Commercial Properties Limited
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Viewing Reservations

To view the details of a reservation, click the Reservation Number. The Reservation Details
screen is displayed. This screen contains all the details of your reservation, as well as any History

associated with your reservation.

Fezervation Mo. 4565

Status : Reserved Diate Event Motes
6/20/05 12:04 PM Submitted

Property Hillviesy Towers

Building : Hillviesy Towers

Resources Loading Dock: - East Side

Date Reguired: Jun 21 2005

Time Reguired: 10:30 AM

Dration: 1 hrs 0 min

Special Motes: Mone
Return ta List

To return to your Reservation List, click Return to List.
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My Profile

Changing Your Profile

The My Profile screen allows you to manage the information associated with your login account.

1. The General Information section contains contact and location information. To change

the name, click the Name field and enter the new name.

2. To change the department, click the Department field and select the desired department

from the drop-down list.

3. To change the building, click the Building field and select the desired building from the

drop-down list.

4. To change the Floor & Suite, click the Floor & Suite field and select the desired Floor

and Suite from the drop-down list.
5. To change the phone number, click the Phone field and enter the new Phone number.
6. To change the fax number, click the Fax field and enter the new Fax number.

7. To change the e-mail address, click the E-mail field and enter the new e-mail address.

? N

— General Infarmation rUser

Mo ___/
Mame : IBDb Chang Us
Department : I j
Builcliri : | Hillvigwe Toweers j _\
Floot & Suite: I 1 j - F'e}r

Can R%
Phane |555-555-5555 can
Fare : I Ca
E-mail : |hchang@ahccnmpany.com
e “~ation g
- F"_,»"'_ "_;\
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10.

11.

The Username and Password section allows you to change your login information. To

change your user name, click the Username field and enter the new Username.

To change your password, click the Password field and enter your new password. Then

click the Confirm Password field and enter your new password again.

e

-: Username & Password 'j

Lzername : Ihchang

Merwy Password I

Confirm Password I

| _ (
" e ff flf

If you are a Tenant Authorizer, you can be notified by e-mail when there are new
requests or reservations for you to authorize. To enable this option, click the Notify me
via e-mail of new requests / reservations that require my authorization checkbox to

select it.

uthorization /
(| Motify me via e-tmail of new requests [ reservations that reguire my authorizetion
Save [ /
= = # —— : \

When all necessary changes are complete, click Save.
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