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	 1. Go to Workplace Central

	 2. Enter your registered email address

	 3. Check your inbox for a one-time verification code

	 4. Enter the code on screen to log in

Note: A new verification code will be sent to your email 
each time you log in.

1. Getting Started: Logging In
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The Homepage serves as the primary dashboard for quick access to essential features and tools:
	 • Move-In Checklist: View outstanding tasks related to your move-in
	 • Announcements: Property announcements
	 • Service Requests: Submit building maintenance requests
	 • Company Contacts: Manage your company’s key contacts
	 • Preferred Vendors: Access a list of preferred vendors
	 • Contact Us: Submit a question directly to your Customer Resource Center
	 • Quick Actions: Access frequently used tools, FAQs, and building management applications
	 • Forms: Locate and submit frequently used forms
	 • �Facility Contacts: Quick access to important facility contacts
	 • Submitted Cases: View the status and history of your support requests.
	 • Upcoming Events: See scheduled building events, community gatherings, and announcements.

2. Navigating the Homepage

New Move-Ins
View and complete all required Move-In Tasks directly from the Homepage.

3. Move-in Checklist

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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Stay informed about property news, updates, and upcoming activities directly on your dashboard.

4. Announcements

5. Service Requests - Angus
Submit building maintenance requests directly, reserve conference rooms and outdoor spaces on 
Angus with no additional login required.

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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	 • Submit building maintenance requests directly through Angus, no additional login required.
	 • Covered Requests: HVAC, lighting, doors/locks, pest control and general repairs

Note: Ensure your Workplace Central email matches your registered Angus email address.

5. Service Requests
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	 • �Keep your organization’s key contacts updated and manage Workplace Central access; any 
roles that need to be added will appear in red.

	 • �As part of the Move-In process you will add the key contacts. We also ask that you keep 
contacts up-to-date as roles change.

	 • �Roles: Local Executive, Facilities Manager, Emergency Contacts, Accounts Payable, Leasing 
Decision Maker and Facilities Support.

6. Company Contacts

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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Browse a list of preferred property vendors across several categories:
	 • Connectivity
	 • Electrical
	 • Furniture
	 • Janitorial
	 • HVAC
	 • Plumbing
	 • Moving & Relocation
Vendor details include the vendor name, contact name, phone number and email address.

7. Preferred Vendors

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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Submit general inquiries directly to your Customer Resource Center (CRC).
	 1. Go to Contact Us
	 2. Select a Category (e.g., After Hours, Payments, or Parking)
	 3. Fill in the Subject and Description fields
	 4. Attach Files or supporting documents (Optional)
	 5. Click Submit

8. Contact Us and Submitted Cases

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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8. Contact Us and Submitted Cases
View updates and manage your conversation in the central area of the homepage.

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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Access frequently used tools, FAQ articles and building management applications with no 
additional login required.

	 • Workplace Amenities: View details about available amenities at your workplace

	 • �After-Hours Air - Genea: Request heating or cooling outside of regular business hours 

	 • Service Request: Submit building maintenance requests

	 • Reserve a Meeting Space: Reserve a conference room and other rentable spaces

	 • Explore Meeting Spaces: View a list of available spaces to reserve

	 • Payments: Make payments through the online payment portal

	 • Safety Training: Safety system for high-rise buildings to prepare for fire drills

	 • FAQ Articles: Access property and system help articles

	 • Building Access: Update building access cards

9. Quick Actions

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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	 • �Navigate to FAQ Articles: On the Homepage, go to the Quick Actions panel and select 
FAQ Articles.

	 • �Search for Topics: Enter a topic or keyword into the search bar.
	 • �View Results: Matching articles based on your search will be displayed.
	 • �Save time by checking our FAQ Articles before submitting a Contact Us request. You can 

find immediate answers to most common questions without waiting for a response.

9. Quick Actions - FAQ Articles

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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9. Quick Actions - FAQ Articles

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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	 1. Click View All Forms
	 2. Select the form you need to complete, such as Kinetic Access or Overnight Parking
	 3. Complete the required fields and submit
	 4. �Confirmation: Your form will be securely sent to the Customer Resource Center for 

processing, and a copy will be emailed to you for your records.

10. Frequently Used Forms

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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The Important Facility Contacts card provides quick access to key building management resources:
	 • �Customer Resource Center: View address details, call directly via phone, or click Contact Us to 

submit an online inquiry.
	 • �Parking Office: Find physical address information, direct phone numbers, and email support 

for parking services.

11. Important Facility Contacts

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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	 • �Scroll down to the lower portion of the Homepage to view upcoming events
	 • �Click each event individually to view the details or
	 • �Click View All Events to see the full list of community activities and gatherings for your 

workplace

12. Upcoming Events

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us
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13. Onboard New Team Members
Easily invite new hires to complete necessary onboarding steps and receive building 
communications.
	 1. Locate the New Team Members? block on the Homepage
	 2. Click Send Forms
	 3. Enter employee email address (separate multiple emails with semicolons)
	 4. Select your location and click Send

Home Announcements Service Requests Company Contacts Preferred Vendors Contact Us


