Preferred Vendor

PROMAS

Property Management Solutions for Over 30 Years

Overview
Here is a way to track information about units who have preferred vendors and home warranties.

1. Create a Category of Preferred Vendor. It will have a Category Type of Maintenance and an
Alert Type of Work Order.

Reports | Tenant Receipt | 327 Cedar Lane [Unit] | Preferred Vendor [Category] |

MName |Preferred Yendor | Sort Position I:I

Section | | Category is a Label []
Category Type |Maintenance v| Category is a Mate []
Alert Type |Work Order v| Profile Specific []
Beminder Type |N0ne v| Hero Fid Code I:I
rComment

Commentis a Template for Mew Catagories []

2. Enter that Category in the Unit Profile with any information you have about the circumstances
when a preferred vendor should be used.

[P] edit Categories _ 0O %
Profile Search All ] General] Comment] Emergency] Inspection] Listing Maintenance lWeIcome]
Preferred Vendor i
Dashboard Category | %|D| Effective 7
Qualifier |Garcia | Expires |

Internet Publishing
Comment | Always use Garcia for Home Warranty issues.|

Profiles

=
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Reports | Tenant Receipt | 327 Cedar Lane [Unit] |

D |CEDAR32? | |32? Cedar Lane

| Key ||

| Statug |Active

I

All

] General] Comment] Emergency] Inspedion] Listing Maintenance lWeIcome]

Upload Manager | Inspections |

it

Garcia Preferred Vendor
Always use Garcia for Home Warranty issues.

3. Set up a Maintenance Type under Maintenance,
Maintenance Type. Make the ID the same as
the Unit ID, with a suffix if there are multiples.
Put the preferred vendor in the Vendor field.

When entering a work order, choosing the unit will bring up the

category alert screen.

On tab 2, select the appropriate ID from the maintenance type

Find List — that will enter the vendor in the vendor field.

?Reporls 327 Cedar [Maintenance Type] |

D [CEDAR3Z?

Name |32? Cedar |

Default
Vendor ||GARC|A: Victor Garcia 5 |D|
Bil Code | s3]

'ork Order

Maintenance
Gardia Preferred Vendor
Always use Garcia for Home Warranty issues.

Reports | [Work Order] |

ID [280818MYBF | |[CEDAR327

| [ tdark far Printing Status
rTracking

baintenance |k3EDAR32?: 327 Cedar §,|g,| Beported |8/15/2018 g
YYendar |GARC|A3 Victor Garcia %|D| YYendor Notified
Autharized By | | Estimate Feguired By
Bhone | | CostLimit Work Started g
Serviced By | | Total Work Completed |

~Wark Description rFerfarmance Evaluation

Create Staterment Mote

Time { Initials | Labor Hours

D

Fating |

L4 |

To print a list of Maintenance Types, go to Maintenance, Miscellaneous Reports, Maintenance Type.
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