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Getting Started:
Web Link & Login
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Web Link & Login

www.AssetPlanner.com

First enter your e-mail address and the password Upon logging in for the first time you will be asked
provided to you by Ameresco and then click Login. to create a new password for your account.
kl’ AssetPlanner AMERESCO s N AssetPlanner AMERESCO
™ Green « Clean « Sustainable ™ Graen « Clean « Sustainable “

*If you do not have an
account and wish to
access the Service

*If you do not have an
account and wish to

= il access  the Service _ =
Request oage. cick on ® Asset Planner - Login e e oo ® Asset Planner - Login
the MNew Lssr ”-_:::-Uw Please enter your Login Information: S BT LR T Your password has expired. Please verify existing and provide
m new Password below.

User ID (Email). | example@organization.com

User ID (Email): joe.iusi@amail.com
Password: | seeees

. ) Current Password:
|| Keep me logged in on this computer

New Password:
Login

Verify Password:
p—) | forgot my password
Change Password| @
| forgot my password
GeoTrust‘”rQ
secured .
website
Geolrust’ F;,
secured ;
website

Tip: If you ever forget your password you can click on the
4 forgot my password”link. You will receive an e-mail
with instructions on how to re-set your password.

>>To begin our training session click on Change Password and

then you will be asked to Accept the terms and conditions.
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Navigation
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Home Screen Layout

The home page is divided into three main sections:

The Menu Bar provides links to commonly
ﬁHome - QNEW Request Q My Requests QSearch Requests ﬂDucumerﬂs |_.EM3' Profile used features such as Home, New RequeSt,
Documents and Search Requests.

@ Service Requests: - Service Request Client [ Home Print | i@ Help

s

I MNew Request

IQ My Requests ®

Welcome to <Client Name> Service Request Tracking System.

Use the "New Request” link on the left to create a new request. Once created you will receive Email communications as we update the status your request.
You may also track the status of your request online using the "My Requests” link.

Welcome Messages and Bulletins

IQ Search Requests

Iﬂ Approve Requests

TEST
I._.E My Profile

Il;' Switch Database

This is a test for text settings

& Shortcuts -

Sample syllabic A=*ND* text from CGS website.

The Navigator Bar na o Lelidhes s ARSNGH PR (CES) ArnAdes bD BB 20F socve Lallbde? Abd™a? 55 Ade e O o1 5o P10 Abr oo & Lo ™0 DAL LNE.
provides the same links QeI e e e Lt 1L g i TR T I SN
shown at the menu bar b= i 5T Ao SR Lol St A T HabLe b bMLM M o7 <L HebLe 507 ha ™M= 0%, o oo Lalideas s ARTISHNEES AcaT R s BeC™as Do T
along with the option for AR e e L
e B AT ™, Bt d e L B T ARSNCEAN BT ™, AT B4 e o™ <L G*PELAT ™ Aca Mo s Aradss s Db TRFCe® 90dr 25007 na et
websites that may need NE o RO P, L DRI <L ANPEAt e e T N ARSI

to be frequently referred
to and provided by the

i) TestBulletin
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Navigation Tools

The Support team may :
share various types of Almost every page in the database

documents with the has a Help button to assist you with
requestors. features available on the page.

ﬂg Home - MHew Request Q My Requests Q Search Requests |:_|] Documents LE My Profile

@ Service Requests: " Service Request Client / Documents [B] Print | &) Help
®

Click the Print button to

Documents
produce a hard copy of any
Folders «| Documents ! AccordionTreeTemplate.pdf page in the database.
o Mew Folder | [& % '@ i Add |£lOpen -.é,):ee:e gﬁurlhyDale iy Properties

" AccordionTrecTemplate. pdf
* Custodial Order Form.docx

Use the Arrow Button
to show or hide tabs to

maximize the amount
of content viewable on
your screen.

ﬂg Home - | Q MNew Request Q My Reguests

Logout .
ﬂ g When using a shared computer
make sure to click the Home button

in the menu bar and then select
Logout to end your session.
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User Profile

There may be times where you need to update your contact information or personal information contained in the

database.
- = Click the My Profile
Home - New Request My Requests Search Requests Documents 7 My Profile ® . .
e =) o) = = in the menu bar or in
@ ' Service Requests: o Service Request Client | My Profile the Navigator bar
and adjust the fields
MNew Request Profile information required with the

correct information.

User ID (Email): | mdellanci@ameresco.com

‘Q My Requests

p—)  First Name: [Mary

‘Q Search Requests
Last Name: |Dollano

‘ﬂ Approve Requests | Change Password

= ® e
"—'Ef Mol Field include Names,

Phone Numbers,
and the ability to Mobile Phone:
change password

Phone:
‘ =3 Switch Database

& Shortcuts - Facility: »
Department | Ameresco »
Cffice:
Email Mofifications: | Yes w
—e Motes Display Order. | Display Most Recent Nole Last »

| Sa'.reH Canc&l” Lognut” Help|

Remember to press Save after
completing your adjustments.

Note: Email address changes should be alerted to your database administrator to update on your behalf.
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Service Request

AMERESCO @ ASSET SUSTAINABILITY
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Create a Service Request

ﬂn Home ~ Mew Request Q My Requests Q Search Requests d Documenis I_.E My Profile
®
@ Service Requests: L Service Request Client / New Request [B] Prin

IQ MNew Request @

.';' New Request
| NEW SERVICE REQUEST

e Complete the fields that have an * asterisk
lQ My Requests ‘ et Name: Mary Dollano beside them. These are information fields
Please confirm your phone number Phone:™ your support team requires to respond
Q Search Request; select the Request Type, and set effectively to vour reguest
the Prionty of your request. Mebile Phone: y y q :
lﬂ Approve Requests ‘ If the Type of request you are O Email: w
making iz not listed please choose
ll‘E My Profile ‘ the "Other” selection and provide Request Specification

details on the next page.

Iiiuill:lings'.:"t b

Type of Request:*

Click the New Request on the

menu bar or on the quick link Priority:" | Low -
shown in the Navigator bar Req. Completion Date: ) Select the Type of
CUSTOM 1 Req ugst you nee_d to
submit. This is a list
CUSTOM 2 ready built templates
Budget Number: that you can elaborate

Asset. | Type here to search for relaled Assel on in the next screen.

Lecation/Room #:

* denotes a required field.

Click Next after completing the
fields in this form.
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Create a Service Request

This page allows you to elaborate on the details for the request you are submitting.

Service Request Client / New Request [B] Print | &) Help

New Request
| NEW SERVICE REQUEST
: Details

Flease indicate the Facility, Building and Room with the problem.

Step 2: ) ) ) Are other outlets in your room experiencing the same problem, or just one?
Please provide as much infermation
as possible to help us provide the
quickest response to your request.
Then press Submit fo create your
nev request.

Provide a brief explanation
about the request you are
submitting in this Details section
following any guidelines that are
asked in the prompt text shown
above the detail text box.

If applicable, the requestor can
include/attach up to 3 files or documentsto
support the request. Documents are
sourced from you computer file after
clicking on Choose File. Ex. Pictures, word
documents, excel files, card drawings, etc.

Aftachment: Choose File | Mo file chosen {fou may attach up to 2 files

atiach another file

After pressing submit, the database will inform you of the SR

number that has been assigned to your new request. An email

receipt may also be received after the SR has been created.

() Print | @ Help

Service Request Client / New Request

New Request

: NEW SERVICE REQUEST .
: New Service Request Created To complete the process, click
S— Submit button and the request
ank-vou Service Request SR001669 has been created. . X
will be entered into the system.

We will contact you later regarding

your request.

You may check on the stalus of your request at any time or provide mere information fo us by using the

My Requests link above.
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Search Service
Request Data
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List/Search Service Request Data

Some facilities may have more than one requestor.

Oy Home ~

@ Service Requests:

Mew Request

Q New Request

s

My Requests

Search Requests

Approve Requests

Iy Profile

Switch Database

&3 Shortcuts

Q My Requests

Service Request Client /

Click the Search
Service Request

on the menu bar or
on the quick links in
the navigation bar.

Q Search Requests ﬂ Documents L.;lr My Profile

Fearch for Service Requests

Search Criteria

Service Request &

You will be directed to a
form where you will be

Status: b

I#| provided with a number
Hide Closed Requesis of filtering options.

Requestor Name:

Work Order:
Department: v
Facility hd
Locafion/Room #: i

Summary contains
Details contains:
Starting Date: A

Ending Date: G|

Cancel || Help

Press Search when finish populating the

filter fields to produce the list of service
request that fit the filter criteria.
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List/Search Service Request Data

You can sort this table by Use the Print button when
clicking on any one of the ready to print the list.
column header, such as Date.
Zervice Request Client | Search for Service Requests [B] Print | &)
Search Results Pages: = 2375

=|Selectall | |_| Unselect | [} Select between | | Display all | §%) Export | i Customize | @)

Request Date © Status Priority  Buildings Summary Requesior
O SRO01663 2017-10-03 16:21:26 Mew Low 250 Davenport Road S M Export will produce an E;’I“;m
excel version of the data. At
O SRO01668 2017-09-20 13:37:12 Mew Low 250 Davenport Road Ceilings - New DiStomna 'n.l'n.lils?m
@ D sRoMiGE 2017-09-19 15:37:12 Mew Low Community Centre This is a test The Customize button allows
you to add or remove different
O SRO0166E 2017-09-19 15:30:32 Mew Low Community Cenfre need to pails of soap columns of information to your
table.
B 5SRO The first column contains Low City Hall - Site VANDALISM - Interior
hyperlink to take you to the ) ) - ) Arila
D sR0 detailed view of the request. High Recreation Centre Ceilings - Water Stains Wilson
1 SRO016E1T 2017-07-06 14:00:18 Mew Low Community Cenfre Ceilings - Water 3tains mli::m
. . Air Quality - Odour Detected - Moldy, Mildew. Steve
The icons shown beside each request can Low 250 Davenport Road Damp 5,',:1" v ’ Drew

visually identify what are the current status
of the requests:
] New Status € Pending
HWork in Progress g Closed
New Notes

Note: Status changes or addition of notes are generally followed up with an email notification to the requestor.
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List Service Request — Customize Columns

Customize Columns can be used to add or remove columns from your table.

Items listed here are

columns that are

displayed in your table.

Use the arrow Up
and Down to
change the order
of which columns
appear in your
table.

Customize Columns

Select the order and the columns to be displayed for this page.

Columns to Display Columns Available
Request - Actual Start Date
Date ® Assigned Group .
Status Assigned To Items listed here are the
Priority Block columns available for you to
Buildings Budget ltem include in your table.
Summary CUSTOM 1
Service Provider ., | CusTOMm2
Requestor PY Category
| Remove>> | CreatedBy
Date Closed
Use the Add and Date Completed
Remove button to move Department
an item from left to right Description
and right to left. Estimated Cost
Highlight/Select the - Floor -
item that you wish to
MRS o ove hot confgured any personal defaute I you wish a
or Remove button. users to use the new company defaults for this form you

must check the bex to reset their settings.
|| Reset all users setfings for this form

Company Wide Defaults: Reset to Default

Personal Defaults: [Save| [Reset to Default| [Gancel]

Press the Save button f

when changes are done.
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Service Request Page

To view the request in its detailed view, click on one of the active links show in blue. It is always the first column on
the left (See slide 14).

Request Details contains all the general

information relating to the request you entered as Location/Assignments

states where the request for

well as information that will be updated by the

Support Team such as Status, Date Completed. service is required and

whom the SR is assigned to.

@  Service RequestSR0O01669

Request Details Location / Assignment
Request #: SRO01669 Buildings: 250 Davenport Road
Requestor: Mary Dollano Location/Room &
Date Submitted: 2017-10-03 16:21:26 CUSTOM 1
Submitted By: Mary Dollano CUSTOM 2
Req. Complefion Date Work Order #:
Date Completed: Group Assigned:
Status: New Individual Assigned:
Attachments: Semvice Provider:
Description . .
Summary: Elecirical - No Power At Outlet Descri ption contains the summary or
e No. Sample anly tem platg chosen tq .create th(-?- request
along with the additional details you
Notes (0) provided to support the request
(& Add Note

To provide more informalion or inguire about the sfatus of this request, press the Add Nofe button and enter your comments.
Comments you provide will be emailed to the assigned persony{s).

Lists any Notes or comments that have

been added to the request or provides
the option to add a note to the request.
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Bulletins



Tips & Tricks

From time to time, your service request support team may display Bulletins. These will appear below the welcome
message on your log in screen.

Service Request Client / Home @] Print | &

Welcome to <Client Name> Service Request Tracking System.

Use the "New Request” link on the left to create a new request. Once created you will receive Email communications as we update the status your request.
You may also track the status of your request online using the "My Requests” link.

TEST

This is a test for text settings

Sample syllabic A="MND* text from CG S website.

soctr LElidhot o ARTNCEPT (CGS) Acrdye bR BMB® oNF sac™e Lelbde® Abd™< 5 Ada Te®CoN° oM 0a ®hMAC Arn<dc™ o e LW o= Do TN
AR DN R Palst B NAY - 00 pa e Ll e AN T e, bR B ion et WU R 0, <L oo BATDTNT ST DL RS NS
Al 5O AcgdH N LeLoM<aG oL s C Ha L td® bNLr 0% <L HeLe 2d° ha b Mo®. soce Lelidhos o ARTISHAE AcnNTNR Sy BoC=ns Iep=C o
APEMEECE o <= 0% Ll S Acntbdo® <L D805 Abd=EBoC oM AT D a *DF <DND M2 o <l "4 ° Acn<do® ARSNSNot . Ld<d Ac M=ok
FEABTT ™, Bt P d= 0N E <P b2 DS ARTNSENTN BT e ™, ANy o e Ne™ <ML <FPELNT o™, Ao Moo Acn<lss s < MBS 4 D<de ™ D" na st
o< W NPT, <L JPAM<IPNe <TL MNP Mo < TR o P ARG,

i) Test Bulletin Bulletins may be

Test Bulletin information that is used or
needed on ongoing basis.
It may also be for the

i) Floorplan purpose of an alert to make
- you aware of an event or
ClickcTor Tloorpian maintenance activity that

will occur.
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