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Learn how to report landscaping or maintenance issues to your property
management team through the PayHOA platform. This guide walks you through the
steps to submit a formal work order, ensuring your concerns about site maintenance

are documented and addressed efficiently.

1  Navigate to https://app.payhoa.com/
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OQutstanding balance

$0.00


www.freemanwebdesigns.com
https://app.payhoa.com/app/unit/detail/881243?tab=requests

2  Click "Requests"
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Scroll down to select "Maintenance/Work Order Request Form".



Scroll back up and look on the right hand side of the screen. Make sure the
request you clicked on appear as the form selected in this box.
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6  Enter Title and Message for your maintenance request.

47 Dashboard

Work Order Ri t Form
5 Documents Please use this form to request maintenance
Requests
O Req Some examples are:
L Violations Irrigation issues

Merorcr Dt Mowing issues
lember Directory
Trees that need maintenance in common areas.
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This is not to be used to request Exterior Changes. Please utilize the ECO form for
that purpose.
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7  Click "Upload" to add photos.
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This is not to be used to request Exterior Changes. Please utilize the ECO form for
that purpose.
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Landscapers are mowing over garbage

MESSAGE *
S Paragraph ~ B I U &

Hi,

The landscapers have been mowing over garbage like soda cans and paper and
shredding it. This is resulting in small pieces of aluminum being shredded in the grass
which is a hazard to people and pets. Can you please speak with them and have them
pick up the trash instead of running it over with the mower?

Thanks,

Suzanne

°®

60 words #

o

EASE #DD ANY PHO¥OS HERE TO SUPPORT YOUR REQUEST

S UPLOAD

j.

— el

Made with Scribe - https://scribehow.com



8 Click "Submit" to send your request. This goes to the entire BPS team so that more
people can view and track the progress of the request. Sometimes our staff is
offsite in the neighborhood and it's more efficient for those back at the office to
receive the request and start resolving the issue.

This is not to be used to request Exterior Changes. Please utilize the ECO form for
that purpose.
oard

TITLE*

Landscapers are mowing over garbage
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Hi,

The landscapers have been mowing over garbage like soda cans and paper and
shredding it. This is resulting in small pieces of aluminum being shredded in the grass.
which is a hazard to people and pets. Can you please speak with them and have them
pick up the trash instead of running it over with the mower?

Thanks,

Suzanne

PLEASE ADD ANY PHOTOS HERE TO SUPPORT YOUR REQUEST

) UPLOAD

Made with Scribe - https://scribehow.com



