" \BuildingEngines 1 CEL (T T ETTTER D

copyright 2008-2009 Building Engines, Inc.




/*\\ BuildingEngines

powered by service, driven hy usage

QOverview:

The purpose of this document is to provide instructions on how to enter
visitors as guests in the system. The following topics will be covered:
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|. Logging in to the System
1) Logging In

I. Locate the internet browser on the computer and select it. * Compatible
internet browsers could include, but are not limited to: Microsoft Internet
Explorer, Mozilla Firefox, and Google Chrome

ll. Open the internet browser and type in www.requestcom.com in the
address bar, and press enter. The page will direct to the Building Engines
Login screen It is recommended that login page be added to the
AFavoriteso bemesert i on of the

Username

Welcome
Please Login

B Remember Username

2 Use Secure Login © Forgot my password D Contact Support

Welcome to Buildng Engines.

o Privacy &

Policies
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lii. Typeinthe providediUser named and fAPasswordo and
button. The page will then be directedtot he A At a Gl anicedo | an

199 Commercial Street * property Management, Inc.

ATI
Welcome ishe Sign Qut

Home Visitors Work Orders Tenant Handbook Building Documents Resource Scheduling User Admin

o] .
e - ’? Visitors Today: 1| Tomorrow : 0 . Work Orders Open: 0| Recently Closed : 1
Quick Add Open Advanced Visitor Form Quick Submit Open Advanced Work Order Form
Quick List Billable Requests
Visitor Name: » Cleaning ¥ Construction/Demolition
Contact » Common Areas } Hang ltems
b Leaks/Plumbing » Moving Help Meeded
Floor: 1 » Lighting » Overtime HVAC
Date: 12/03/2009 E] P Miscellaneous Request ¥ Resource Reservation Request
- ) b Other ¥ Telecom
199 Commercial Street Time: BANM. » SPM. - » Too Cold » Wiring
199 Commercial Street » Too Hot
Boston MA 02116 / Submit X Clear P Trash Removal

Kyle Maikath, Property Manager
My Expected Visitors (1)

199 Commercial Streetis located » Wark Sandman to see Scoft Sidman
in the heart of Boston's financial X
district, just one short block from P View Al

Faneuil Hall and Quincy Market.
This office building consists of
over one million square feet of
premier office and retail space
and a public parking garage
which can accommodate 700
cars.
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2) Forgetting your Password

I. If a username and password ever happens to be forgotten, it can easily be
retrievedby c¢cl i cking on the AForgot my pass wi
bottom of the Building EnginesLogin screen
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& Use Secure Login & Forgot my password & Contact Support
———

Clicking on the link will direct the user to the Login Problems Help page To
retrieve the lost login information and have it sent directly by email, the
following fields will need to be fill out:

Username

Email Address

The building worked in

First and Last name

The company worked for

Phone number and building address

oghswNE

When all the field information has been
and the login information will be sent to the provided email address.




