‘Management:

PMI ELEVATION

HOW TO DO MAINTENANCE REQUEST

Each house is not perfect there may be times that you need to ask for some maintenance help,
We can do that and make it easy for the tenant, owner and vendor.

Once you are approved as a tenant you will be invited to use Propertymeld.
You will be receiving an email from us then you can create your own account.
Please note that the email you used upon the application will be the same one to be used for Propertymeld.

First you need to tell us what is wrong with the house.

You need to provide us with a Detailed Description of the problem.

Please note that it is best if you can send us a photo or a video of the issue. So that the vendor would know exactly
what is wrong/problem even before going to the house.

This is to save time and for them to get the parts needed.

You may send us photos and video to other team members:
Abi Moren - admin@pmielevation.com

Eve Ortega - eve@pmielevation.com

Once we have those pictures we will then have it assigned to our vendors.
All our vendors are very professional and have licenced to do these tasks so you do not need to worry!

Stay in the Loop

When the repair team is on the way,

Property Meld will text you or email you.

Increased transparency and accountability creates better results.

Let me give you an example of of how to create a meld ticket

1.

Once you log in it will bring you to this page. Look for the tab that says MELDS with an icon of tools. Then on the
right top corner,

Click + NEW MELD

B O A T
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Unassigned
FILTER @)~ SORT BY CREATED: RECENT 8=
. .. - 5954 S Birch Way UNIT 5954 S Birch Way _ ‘ ‘
PENDING ASSIGNMENT REJECT v
Water Line Leaking in Garage and Utility... Centennial, CO 80121-3369 ]
1352 5 Quieto Ct UNIT 1352 S Quieto Ct L ecroms assicrasent § ‘ ‘
PENDING ASSIGNMENT REJECT v
Broken/Suspended Tree Branch Denver, CO 80223.3328 ]

. 3839 S Fraser St UNIT 3839 S. Fraser St. _
PENDING ASSIGNMENT REJECT v
Toilet clogged Aurora, CO 80014-4048 ‘ ! ‘ m
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2.
Then you just need to give us a Brief description of what is wrong with the unit. ( This will serve as the title)

X Melds it

Add Meld

Unit *
Brief Description *

Priority *

Low -

Location *

Category *

Support Search categories -

You can change the Priority if it is an Emergency.
If you scroll down you can provide us a Detailed description of the meld.
Here is an example of a finished requested meld.

Fridge is at room temperature. Ilce maker not
working

E] nfo B Activity D Chat E| wWork Log @ Contacts 5?3 Related Melds @ Reminders

General Information Category Status
] 1425 S Galena Way Apt 204 Appliances 1 Progress
UNMIT 1425 South Galena Way
Denver, CO 80247-1981 Location Creation Date
L 3 Ten s (tenant presence not re e o e e
Creator Animals
o3
4
2] e -
Meld Number &3
Reminders H T9Q243

Add reminder
Integration Links

& WO #1493
Owner Approval Tags Project
Restart Approval <7 Mo tags Create Project

Detailed Description

Meld Maintenance NMotes Unit Maintenance Notes




3.
Once we received the meld. We will need to ask some photos or videos for us to send it to the Vendors.

4.

The vendor will then contact you either by phone or email to ask your availability for them to visit the property.
You will be asked what date and time you prefer .
You can either click the date and time you wanted.

K Melds L &

Melds NEW MELD

Fridge is at room temperature. Ice maker not
working
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Or if you are having problems with this, simply leave us a CHAT MSG and we will be the one to schedule it for you.
It will look like this. So easy!

Fridge is at room temperature. Ice maker not
working

[:] Info B Activity (3 chat E| Work Log @ Contacts g‘fa Related Melds @ Reminders

Dimensions (in.) - 67-3/8 in. Hx 28 in. W x 32-1/2 in. D ( new one is smaller!ll CAUTIONI!!) “
Dimensions: 67 1/2 H x 32 7/8 W x 33 5/8 D - (old onelll)

https://www.homedepot.com/p/GE-17-5-cu-ft-Top-Freezer-Refrigerator-in-Black-GTS18HGNRBEB/311936900

Earliest delivery date Fri Feb 19 to 80247
B =5 @ VISIBLE TO: MANAGERS

‘ USE TEMPLATE ‘ e

SEND MESSAGE TO Managers, Vendors v
5.

Once the work order is done it will MARKED COMPLETED and we will ask for you to rate our vendor. To make sure
we can improve for the next meld.




