|/\\‘ UNIFOCUS "Nk
S

Tenant Mobile App
User Guide

Version 5.0



Tenant Mobile App User Guide, copyright ©2023 by Unifocus. All rights reserved.

This manual, as well as the software described in it, is furnished under license and may be used or copied only in accordance
with the terms of such license. The content of this manual is furnished for informational use only, is subject to change
without notice, and should not be construed as a commitment by Unifocus.

Unifocus assumes no responsibility or liability for any errors or inaccuracies that may appear in this documentation.

Without limiting the rights under copyright reserved above, no part of this manual may be reproduced, stored in or
introduced into a retrieval system, or transmitted, in any form, or by any means, without prior written permission from
Unifocus.

Any references to company names in sample templates are for demonstration purposes only and are not intended to refer to
any actual organization.



Contents
ADOUT TENANT ..ttt ettt ettt e bt e s bt e shte st e s bt e bt e beesme e sme e eat e et e e beesheesanesaneeane
LGy o T= S = L =T PR
TONANT QPP USEIS.ceettttttttrertrerererertrerererereaeeereeeee......................................................................—.—.—.—.—...—.—..
(o o 1T nY 20 2o [y o o PRSP
Creating @ TENANT @AMIN/USEN ....ccuveeeree ettt eete e et e et e et e eetaeesbeeeetaeessseeeeseeessteesnteseenseesnreeennes
Creating @ NEW TENANT..ccii ittt e e e e sttt e e e e s e s bbb et e e e e e s e assbeaeeeeeesanssbeeaeeesesannnsranes
Enabling access 10 SPecific JODS t0 TENANTS.....cccciiiii it e e e etee e e setr e e e e nraeeeeans
¥ o T Y= 1TV PRSP
L8 LYY Y= 1 AT = 3PP PPPPPPPPRPRY
TENANT AGMIN ...ttt ettt e sttt e bt e e s bt e e bt e e s abe e e beeesabeeeabeeesabeesseeesabeesabeeeanreesaneeennneas
CrEATING @ NEW USEI ..eeeiiiiieiieiiittte et e e ettt e et e e s e br ettt e e e e e s aab bt aeeeeesesan bbb baeeeessaaaassbaaaeeeessanassbaaaaaessssannsrnaees
TENANT USEI ..ttt ettt et s b et e s ab et e s s ab bt e s b et e e s e e e e s b e e e s snra e e s san

(oY =d =T aT - I o] o FS SRR



)
(v UNIFOCUS Tenant Mobile App User Guide | 1

About Tenant

The Tenant app enables tenants to log and track requests/complaints using smartphones. The tasks
get assigned directly to the responsible staff members.

Getting started
1. Gotothe Google Play store and search for KNOW Tenant.

a g KNOW Tenant
i) Knowcross Ltd
Predusctivity

Rate this app
Tell others what you think

. INSTALL

WRITE A REVIEW

Developar contact P

& Website

B Email

developer@knoweross. uk

W Privacy Palicy

2. Install and open the app.

Tenant app users

There are three types of Tenant app users:
e Property Admin
e TenantAdmin

e Tenant User

Property Admin

As a Property Admin, one can:
e Create a new Tenant Admin/User
e Create/Edit Tenants

e Control access to jobs that can be logged by tenants
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Creating a Tenant admin/user
1. Onthe home page, select Staff Manager.

The list of existing Staff opens.
2. Selectthe @ sign at the lower-right of the screen.

P 12:53:27 B 4.47K/s 0 ®ds89%0

Home New Staff

00

Staff Manager Description Manager

O 6

Tenant Manager Admin Settings

3. Enterthe email ID in the Email field and select Next.

4. Enter details as required (* indicates that this field is mandatory).

Note: The password must be between 4 to 16 alphanumeric characters.

5. Tap SelectRole.
125424 @ @ @ 215 Kis O d O 157 1.2 K5 O Wds 3850

Hew Staff Map To Tenants

Temam Robe Map

K w O
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6. Selecttherole of the new user from the drop-down menu.
e The Adminrole allows a user to create more users as well as log and track jobs.
e The Userrole allows a user to only log and track jobs.

7. Tap Save Changes.

Creating a new Tenant
1. Onthe home page, select Tenant Manager.
The list of existing tenants opens.

2. Selectthe @ sign at the lower-right of the screen.
4.

Home

Tenant Manager

Q
B Aecom
Staff Manager Description Manager B AECOM India PVT LTD
B Agoda
E B AGRO TECH FOODS LTD
B Airfranc

Tenant Manager Admin Settings

B AKORN INDIA

B AKZO NOBEL INDIA LTD.

B ALCATEL-LUCENT INDIA LIMITED

H All ABOUT OUTDOOR PRIVATE LIMITED

B ALTRUIST TECHNOLOGIES PVT. LTD

B AMERICAN EXPRESS (I) PVT. LTD.

EB & & & & = B B B B B B

B Amex

B AMPM °

B ANAIVSYS MASON INDIA PRIVATF | IMITED i

3. Type the Tenant name and select the Select locations button.
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Locations

New Tenant

B Knuwcrosgl

=
X

R LR

= DLF Centre

DLFF10 v

= DLF Gateway Tower

I

DLF CYBER CITY DEVELOPERS LTD F10

—  DLF Plaza Tower

I

VACANT F10

G Knowcross | Kniwcross U G f10 U
gwertyuiop 12345678290
asdf gh j kI @ # T _ & - + () /
& zxcvbnmg@® o T L -

12 =
2123 @ @ Eneieh . ABC . 34 English . n

1

4. From the list of locations, select the locations leased to the tenant. Locations can also be searched
by typing the location name in the search field.

5. Select Save changes.

6. On the final screen, after reviewing the Tenant name and the number of linked locations, tap Save.

Note: The location to which the tenant needs to be linked should be added in Service through the
System Configuration screen.
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Enabling access to specific jobs to tenants

1. Onthe home page, select Description Manager.

Staff Manager Description Manager

The list of all job descriptions, as configured in Service, opens.
2. Taptherequired job descriptions within multiple categories to make them visible to tenants.

3. Select Save Changes at the bottom.

5:43 L .|

Description Manager

Q

4+  Air-Conditioning

4+  civil

=+ CivilHK

@ O

4+  Common Area Lighting

+ Elevator

<+  Fire & Safety

4+  Housekeeping

=+  Medical Emergency

(ORN <)

-+  other

+  Others

O

-+ Parking

-+ Plumbing

+
(<)

Power

|
3
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Admin settings
Property admins can enable tenants to view:
e Assignee name

e Escalations

oo IR I

Admin Settings

Tenant View Settings
Show assignee to tenants .

Show escalations to tenants .

Staff Manager Description Manager

0O 6

Tenant Manager Admin Settings

yu

All the above options are also available in the side pane, which can be accessed by tapping the menu
button in the upper-left corner of the screen.

5:46 %

i
@

User Settings

KNOWCROSS

Anupma Sethi
Account

Staff

fom

? Change Password
New Staff

Select Language

Staff Manager @ English

© Description Manager
B Tenants

New Tenant
Tenant Manager
Settings

User Settings

Admin Settings
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Change the password or language (if applicable) by tapping User Settings in the side pane. This

option is available for all types of Tenant users.

Note: Property admins can only be created by Unifocus.

Tenant Admin
As a Tenant Admin, one can:
e Create more users within their organization.

e Report and track jobs via the app.

Creating a new user
1. Logintothe app using your credentials.
The landing screen is the Job Console.
2. Tapthe menuin the upper-left corner of the screen.

3. Tap New Staff.

e 12:53:27 B

% KNOWORDSS
K

Friya Fatwal

ew Job

Juob Congale
i Staff
Mew Staff
Staff hManager
Settings

Uzer Settings

&
Logout

4, Enterthe email ID in the Email field and select Next.

5. Enter details as required (* indicates that this field is mandatory).

4.47 Kfs 0 O da 89% 0

New Staff
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Note: The password must be between 4 to 16 alphanumeric characters.

6. Tap Select Role.

125424 @ @ 3 15K O W 550

125557 @ © O@ 1,20 K/s DR PR

MHew Staff

Map To Tenants

B Tarnam Rose Map
K b C"
K S b f_}
R w Q)

“

7. Selectrole for the new user from the drop-down menu.
e The Adminrole allows a user to create more users as well as log and track jobs.
e The Userrole allows a user to only log and track jobs.

8. Tap Save Changes.



)
(v UNIFOCUS Tenant Mobile App User Guide | 9

Tenant User

e Openthe app and login using the credentials provided by your Tenant Admin/DLF
Management.

The Job Console screen appears. All jobs for the tenant can be tracked on this screen.

E Job Console

KHNOWCROSS

Q

At
] Sort == Filter 5] Tenant
TENAMT APP

0O-3 Bad smellin lobby
® AmexTBF15
& DLFBuilding 5

,‘:‘7.‘“ Pankaj Yadav
0O-2 Civil Other

® AmexTBF16 =

& DLFBuilding 5

Q Rahish Ahmed

Ef test

[] remember me

Forgot p d?

=] g & @

Open Closed Parked SNL UNS

Logging a Job

1. Tapthe menuin the upper-left corner of the screen or swipe right on the screen.

2. Inthe Jobs menu, select New Job.
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0w § 424
Home New Job
admin rbs
OWECROSS
Wﬁ4 Jobs
New Job
Job Console
o .
£~ Settings EI m

User Settings

Logout

3. Pickyourorganization’s name in the Tenant Field.

4. From the Choose the location drop-down list, select the location where the job is required to be
completed.

5. Inthe Description field, choose the type of service request.

6. You may also add some remarks/details about the job or select a picture or attach images from
your phone.

7. Tap the Register button.

A confirmation message pops up as shown below:

>< Job Confirmation
Job description ]
[ Job Status: Open ]> 0-2 Civil Other—
® AmexTBF16 . A

DLF Building 5 BuUILDING

Job Number - 2 2
{1 Rahish Ahmed

[ test

ABSBIGNED DLF STAFF

fifgh

8. Oncethejobisregistered, you can track the job status in Job Console.
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E Job Console

Search field
(1

it Sort == Filter ] Tenant

0-3 Bad smellin lobby
® AmexTBF15

L DLFBuilding 5
{1 Pankaj Yadav

0-2 Civil Other

® AmexTBF16 f
! DLFBuilding5

{1 Rahish Ahmed

M test

Click to start registering a new job ]

[ Job status filter \ (

= =l & ©

All Open Closed Parked
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