Logging a Maintenance Request
For all maintenance requests, take the following steps:
1. [bookmark: _GoBack]Log into BlueStep at https://newhavenhq.bluestep.net.  
2. Under the “Community Links” drop-down, make sure you are working within the correct building requiring maintenance (Assisted Living vs. Memory Care).  
3. Hover over the “Office” drop-down, and then click “Request Maintenance.”  
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4. Click the “New Maintenance Request” button.
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5. Complete the form, filling in all fields with as much detail as you have available.  When complete, click “Save” at the bottom of the form.  
6. Additional updates will be completed by Maintenance personnel, including an assessment of the estimated cost to complete the request.  IMPORTANT:  All maintenance requests where the “Cost Estimate” is above $500 need to be approved by the Director of Operations before the maintenance request is completed.  
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Date Rm or # Maintenance by Actions Taken Cost Estimate
04/13/2018 MC office Justin Navarro, 04/13/2018 2:11:47PM fixed issue over the phone with Nathan our gfi was tripped near sink with power off other outlets $ 275.00
04/13/2018  AC in 2 room Justin Navarro, 04/13/2018 2:14:38PM had Nathan reset hard start relay by turning units completely off and unplugging unit $ 250.00
01/02/2018 room 13
01/02/2018 MC Laundry room
01/02/2018 MC dining room
11/13/2017 11 Clyde bathroom
11/13/2017 Mc House
09/28/2017 Room #13 Trystan Banks, 09/30/2017 11:16:34AM tried to plunge and did not work. i have called superior services to come snake it
09/15/2017 Laundry room Rene Massey, 09/15/2017 9:04:14PM
09/15/2017 Mc House Rene Massey, 09/15/2017 9:05:15PM
09/15/2017 MC dining room Trystan Banks, 09/15/2017 5:49:39PM changed two light bulbs in the MC dining room area
05/28/2017 backyard Michael Mitchell, 05/28/2017 8:54:15AM
04/20/2017 room 10 Eddie Michael Mitchell, 06/11/2017 1:29:50PM

04/07/2017

10

Michael Mitchell, 06/11/2017 1:29:50PM
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