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Maintenance Request Tutorial

We know it’s frustrating when things aren’t working in your rental property. Sago is committed to helping
solve your problems quickly. The fastest way to submit a maintenance request is through our website at
www.sagopropertymanagement.com.

Making a maintenance request online is fast and convenient. Here’s how to do it.
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1. Go to www.sagopropertymanagement.com

2. Fillin the Resident Sign in information on the right-hand side of the page. Click the grey button Sign in.
If you don’t remember your information, please email manager@sagopropertymanagement.com to
have your account reset.

Sago provides long-term Residential Property Management to investment proparty owners, assisting them protect

and oversee their through quality [1] Resident Sign In

Please call 912-330-2472 with any questions on ranting out a proparty or renting an availabla propartias.

Email:
Rental Search e _
Password: )

-OR - Search
Zip OR - City and State ALL 7 Remember me

More search options... L Sign in
Forgot your password?
Request 3 new one

Featured Rentals
709 East Henry Street, Savannah, GA

Great upstairs unit. Amazing porch overlooking front of property. Off [> ] Management Sign In
strest parking. Wondarful claw foot tub. Great fanced in back yard. =

Easy to get to downtown and SCAD buildings. No laundry facilities on
property. No dogs accepted on the property. Pr:pm::nmm. rental owners,
and vendors.

Sign in here

3. Click the contact us button.

Payments Messages

p——— _
4 Emall state

Transactions history

Date Memo Amount Balance

Balance:
6/212015 Charge - Rent $500.00 $300.00 $300.00
5/1412012 Payment — Application Fee - Carter Eubank(Regal CT) ($50.00) ($200.00)

Lease information
5/2/2012 Payment - Application Fee - Brandon Robinson(Regal CT) ($50.00) ($150.00) Account: 00120586

Payment s due by the 1st of the montn. A

/112012 Payment — Application Fee - Shane Wesley(5308MP) ($50.00) (§100.00) one time late fee of $100.00 will be charged
on the 6th of each month. No late fee will be
charged If outstanding balances are less

5/172012 Payment — Application Fee - Marshall(Regal Court) ($50.00) ($50.00) than $100.00.

4. Fill out the form with the maintenance request. Include the following information:

e The problem, and how long it has been occurring.

e Troubleshooting you have already tried. More information is better so we can quickly
determine the issue and develop a solution to resolve your problem. Consider including the
following if they apply to you:

o Draino for clogged sinks?
o Checked circuit breakers?
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Last time you changed the air filter on HVAC?

Reset the GFI's? (if you don’t know what a GFl is ask)

Is the HVAC is blowing hot or cold air?

Is there standing water on the floor from the issue? (if so mop up what you can)
Do you smell gas?

Is the pilot light lit?

Does the appliance turn on?

e The best phone number to have the vender call you back.
e Add pictures by clicking the add attachment button.

What can we do for you?

If you harve more than one iswe, please send a message for each. Thank you!

Subject (required)

Message

E

5. When you are finished hit the Save message button.

What Happens Next?

An email will be sent to Sago with the information you provided. Sago will then notify the owner and contact
the appropriate vender to have them contact you directly if needed. It is your responsibility to let the vender
in. If you miss the appointment you made with the vender, you will be charged $125. If you haven’t heard

from a vender within 24 hours on a weekday, please email maintenance@sagopropertymanagement.com for

an update.
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