How To Submit A Maintenance Request Through Your
Tenant Web Access Portal.

@ Go To https://sprad.twa.rentmanager.com/ or you can get there through the tenant
links from our main website www.spradleyproperties.com .

M Spradley Properties X [ Tenant Web Access - Login X  + = X
< C (0 @ nhttps//sprad.twa.rentmanager.com/Shared/Login?locationID=1 “ © ® ¢ @ § @ 78 0 % Q :
i Apps [ Propertyware [ Spradiey [@ Spradiey TeamSite |- AT&TWFMGR [ Total Connect20 G Google Google MatterPort 3D PropertyWare Ring Central Spradley Website @ Google Earth » Other bookmarks

spradley

PROPERTIES

Welcome to your Tenant Portal. Please use your account number, phone number and email address to register for an

account. For any questions in regards to registration please contact the office.

@ Enter your email TENANT WEB
addreSS you use ‘johndoe@somewhere.com ’
and the password Password

=> l Password here |
you created When Forgot password? Remember me
you initially set up
your tenant portal

access.

Signup



https://sprad.twa.rentmanager.com/
http://www.spradleyproperties.com/
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@ Once logged into your portal, Option 1. select “Service Issues” from the main navigation bar, OR
Option 2. select “Service Issues” under the menu button E on the left side of your dashboard.

M@ Spradley Properties X [ TenantWeb Access - Dashboard X == - X
< C (Y @& htips//sprad.twarentmanager.com/Shared/Home % ®@ @ & @ & @ 78 0 & °
i Apps [} Propertyware [3 Spradiey [@ SpradleyTeamSite | AT&TWFMGR [B TotalConnect20 & Google M GoogleMaps | K-LOVE News Google MatterPort 3D PropertyWare Ring Central Spradley Website @ Google Earth » Other bookmarks

| L
/ Option 1. spradley
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Spradley Property Mana...

Dashboard

Charges ‘
- Optiop,2 o fe

Charges Notes ﬁ
Viske s Payment adley Property Management

19th, 2018 Open Charges 20.00 9/18/2018 12:40:00 PM TWA Initial Mass Batch
Service Issues ! : .
gemen

L 9/18/2018 12:33:00 PM TWA Initial Mass Batch
£ases
191N 3C Open Credits 50.00
Notes
_ Kelly Yanez
Balance Due 50.00
Phone 254-742-7733

Address 1ZEN LSS Temple TX 76504 BT
email property manager

— E

Unit Start End Orig Start Expires Messages

121N 31C 09/01/16 09/01/16 All general maintenance request must be submitted in writing through this tenant portal. Please contact our
office for emergency maintenance requests at 254-742-7733. Emergency maintenance is anything that relates to
the property under the terms of your lease that is threatening tolife, health, or the integrity of the property.

~
©2018 EiRentManager.
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@ On your Service Issues page, you can track existing service issues as well as click on the
“add service issues” button to create and submit a new maintenance request.

M@ Spradley Properties ¥ [ Tenant Web Access - Service lssu X + - x
< CcC 0O 8 https://sprad.twa.rentmanager.com/Maintenance/Servicelssue/List r ® @ & » & 78 > e H
B2 Apps [4 Propertyware [) Spradley [@ Spradiey Team Site ATETWF MGR [0 Total Connect 20 G Google BN G Map K-L N Goog K Part 3D Propert Ring Central Sprad b s Eart her book
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Spradley Property Mana...

Click “add service Issue”

Open/Closed From Date To Date

Open And Closed - 1211972017 12/19/2018

10 v items per page

# 4 Date hd Closed ¥ Status T Service Issues h 4 Description hd

Showing O to 0 of Dentries
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@ Once on the Add Service Issues page, begin filling out the online request form. Start
by clicking the drop done arrow to select the type of service issue you have.

& | [ TenantWeb Access-Ac X | + v - 7
& O 0 8 sprad.twa.rentmanager.com ¥ £ 1B -
1) Office 365 ¢P Propertyware Yt Spradley E3 SpradleyF8 %, Autumn Chase Aparti (3 DuckDuckGo & Files - OneDrive [l Fox G Google B GoogleMsps G googleseotools-Ge  Hiring % BSWlogin % halstafinvestmentsitd @ iCloud - Find My iPhc (& KCEN KWTX % Mailinator v

spradley
PROPERTIES
Spradley Property Mana... ¥

= ‘ Dashboard Charges Transactions MakeaPayment Servicelssues Leases Notes

Open Date
1/7/2019 3:33:27 PM

Add Service Issues

Heating & Air Conditioning <: Click drop down arrow to
select what type of
service issue you have.

Description

[JAllowed to Enter [OPets

New Attachment(s)

I+
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@ In this example, we are going to select “Plumbing”.

By &3 | I TenantWebAccess-Ac X | + v -
& O o 8 sprad.twa.rentmanager.com * 7{\5 L (=4
) Office 365 ¢P Propertyware Yt Spradiey Ed SpradieyFB ,%, Autumn Chase Aparti () DuckDuckGo & Files - OneDrive [Ml Fox G Google B GoogleMaps G google seo tools - Ge Hiring %% BSW Login ,°, halstafinvestmentsitd @& iCloud - Find MyiPhc &, KCEN [ KWTX Mailinator
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Spradley Property Mana... ¥

— Dashboard Charges Transactions MakeaPayment Servicelssues Leases Notes

Open Date
1/7/2019 3:33:27 PM

Add Service Issues

._

. Plumbing
Clickon a type' q General Maintenance

[JAllowed to Enter [OPets

New Attachment(s)

I+
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@ Next, please type a detailed description of what repair is needed, where it is located and what
happened. Followed by checking the box that we have permission to access your home for
making repairs, and check the box if you have any pets. Important Additional Info: pictures of
what is broken or damaged is worth a thousand words. Please attach and upload any photos that
will help us understand and remedy your maintenance request.

& | [} TenantWeb Access-Ac X | + Vv _ %
< O 0 8 sprad.twa.rentmanager.com ¥ N BT

*. Autumn Chase Aparti () DuckDuckGo & Files - OneDrive [l Fox G Google B GoogleMaps G google seo tools - Ge Hiring %% BSWLogin .°, halstafinvestmentsitd @ iCloud - Find MyiPhc &, KCEN [E] KWTX Mailinator
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) Office 365 ¢P Propertyware Yt Spradley B3 SpradieyF8 ,

Spradley Property Mana... ¥

— Dashboard Charges Transactions MakeaPayment Servicelssues Leases Notes

Open Date
1/7/2019 3:33:27 PM

Add Service Issues

Plumbing

Provide as much detail as possible. => Desciiion

My hot water heater is leaking in my garage. | just noticed
it today. | have cut off the water supply and turned off the
breaker. | need you to come check it out please. | have
included an attached picture. Call me if you have any
5 . = =2 questions at 254-555-1212.
Don’t forget to check this box giving us permission to Let our mainteEeRI IR a o

enter your home to complete a repair. [ Allowed to Ent et ) .
\/ P P oretioEE - have any pets by checking this box.

New Attachment(s)

When adding photos, give them a name here: => Hot Water Heater In Garage
_',<: Please click here to attach any photos that

“ will help us address your service request.
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To attach a photo file, follow the steps below when the file selection window pops up

as depicted:
Tenant Web Access - Ac X | + = X
Y| = L &

5| B

< O @ A&

) Office 365 ¢P Propertyware Yt Spradley B3 SpradieyF8 ,

Dashboard Charges

1. Navigate to the
directory your photos
are located.

sprad.twa.rentmanager.com,

Transactions Make aPayment Service Issues

=

*. Autumn Chase Aparti (3 DuckDuckGo & Files - OneDrive [Ml Fox G Google B Google Maps G google seo tools - Ge

spradley
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Leases Notes

Hiring %% BSW Login ,°, halstafinvestmentsitd & iCloud - Find My iPhc ¢

¥ KCEN [8 kwrx Mailinator

Spradley Property Mana...

« “ 4 &> ThisPC > Downloads

Organize »  Newfolder

" , Sin .
4 OneDrive - Spradley Properties O Name Date Type Size Togs
& Hot Water Hester Ecample.PG 7/2019 340 PM JG File 39KB

<O

= This PC
» 30 Objects
m Desktop
5 EZ;T;:: 2. Select the photo to attach.
J Music
&1 Pictures
B Videos
2.5 Local Disk (C:)
B Seagste Backup Plus Drive (Ej)
= HR (\ispradleyproperties.share
= Commercial Dacuments [(\\spr
= Residential Documents (\ispra:
= SpradleyPublic (\\spradleyprof
I Seagate Backup Plus Drive (E:}
¥ Network

4 Homegroup

~ | Allfiles (%)

[E] camera "

Cancel

3. Select “Open” to

File name:

Open

attach the photo.

add service issues

=D

-
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@ Now you should see your selected photo file populated in the field as shown below.
To complete the process, you must make sure to click on the “attach” button.

& | [ TenantWeb Access-Ac X | + v - 7
é O @ t‘ sprad.twa.rentmanager.com,

Y| = L 2

) Office 365 ¢P Propertyware Yt Spradiey [E3 Spradley FB Hiring %% BSW Login ,°, halstafinvestmentsitd @ iCloud - Find MyiPhc &, KCEN [E] KWTX

%+ Autumn Chase Aparti (3 DuckDuckGo & Files - OneDrive UMl Fox G Google B GoogleMaps G google seo tools - Ge
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Mailinator v

—_— Dashboard Charges Transactions MakeaPayment Service Issues

Leases Notes

Spradley Property Mana... ¥

Open Date
1/7/2019 3:33:27 PM
Add Service Issues
Plumbing
Description
My hot water heater is leaking in my garage. | just noticed
it today. | have cut off the water supply and turned off the
breaker. | need you to come check it out please. | have

included an attached picture. Call me if you have any
questions at 254-555-1212.

[ Allowed to Enter CPets

New Attachment(s)

Hot Water Heater In Garage
Here is where the photo you

Hot Water Heater Example.JPG
selected to attach shows up. a

Q
@ Don’t forget to click “attach”
to upload your photo(s).
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@ The last step is to make sure you have filled in all of the blanks, check boxes, and added any

photos. Once everything is entered you are ready to select “add service issues” to submit your
request.

& | [ TenantWeb Access-Ac X | + v - 7
& O 0 8 sprad.twa.rentmanager.com e s 78
1) Office 365 ¢P Propertyware Y¢ Spradley E3 SpradleyF8 %, Autumn Chase Aparti (3 DuckDuckGo & Files - OneDrive Ml Fox G Google B GoogleMaps G googleseotools-Ge  Hiring % BSWlogin % halstafinvestmentsitd @ iCloud - Find My iPhc (& KCEN [E] KWTX = Mailinator v
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— Dashboard Charges Transactions MakeaPayment Servicelssues Leases Notes

Spradley Property Mana... ¥

Open Date
1/7/2019 3:33:27 PM

Add Service Issues

Type of Issue: / => Plumbing

Description

Detailed Description: //

My hot water heater is leaking in my garage. | just noticed
it today. | have cut off the water supply and turned off the
breaker. | need you to come check it out please. | have
included an attached picture. Call me if you have any
questions at 254-555-1212.

Permission to repair: // q [l Allowed to Enter OPets @ / Do you have pets?

New Attachment(s)

[ 53

| Attachments
. H ? H
AttaChed phOtOS' // @ Hot Water Heater Example.JPG flnallv, dOI"I t_forg?'t to CIICk B
Hot Water Heater In Garage add service issue” to submit
e —

your request.
add ice i
service issues &
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spradley
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Thank you!
Your Service Issue Has Been Submitted.

p







