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Community living made easy

Scheme Member Service Request Guide

In this guide we will be navigating the work flow to create a service request as a scheme member.
Below is the general work flow used to complete a service or maintenance request.

Tutorials are avaliable via the €Zist app or at www.ezist.online.
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Creating a Service Request
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To begin the process of logging a service request navigate to your main community topic and tap on

the services button.

@ BGCRT

=, Begin Court

BgCrt Community Talk
1.“' | AW BEING ABUSIVE

-

BgCrt Executives
Hi 5cheme Executives

Jeandre Saunders has requested admission”

ID 9214 10‘\40085

Test
Dont kick meeeee

BgCrt Notice Board

NEB - AGM is being held in 5mins

BgCrt Bank Statements

ke
I+l

-

€ , .4 Begin Court
t 3' private

-, 0000 O

Help
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Account Profile

bgert

e

bgert

Create a Job

Who will be responsible for payment:

PAYMENT v

Service:
TYPE v

bgert

bgert H

Here you will select who is responsible for payment. If you would like to request a service provider
to attened to a personal issue you will select Private payment, should the issue effect the common
areas or an insurance claim you would select Common Area(community scheme).

Create a Job X

Who will be responsible for payment:

Community Scheme v

Location of the job:

(1 Easy Str (private)

)1 New Sir (private)

(3 Easy str (private)

(s soft str(private)

D6 soft str(private)

Osg soft str(private)

O clubhouse (communal)
Ocommon Area (communal)
ODriveway (communal)

U Gate (communal)

Oprool (communal)
OTennis Court (communal)
service:

Water meter
Plumbing
Eleciricity meter
Electrical

Communications
Gate

Construction
Pool
Grounds
Pest control
Other

Select the affected area, the service required and any aditional
information then click ‘create’.

Please note that locations and services may differ from community
to community.

Once the job has been created go back to your main screen where
you will see the new topic added. Tap on your newly created job in
order to upload images and information regarding the service
needed.

@ BGCRT-JOB 2

@ BGC0042

ACTIVE - Procurement {step 1)
Geyser: Burst - 7 Soft Str
Responsibility: Owner

@ BGCO041

wee

ACTIVE - Implementation (step 2)
Elecrrical: Light - 7 Soft 5tr
Responsibility: Service Provider

wee
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Requesting Private and Community Services

~

Once a service request has been created you can tap to open the job which will display as below.
% @ BGC0041 i From this screen you can send pictures and note any
4 private . . . . .
relevant information informing the service providers

ACTIVE - Implementation (step 2) i i
Electrical: Light - 7 Soft Str Of What IS rEQUIFEd.

Responsibility: Service Provider

Payment: Private Once you have identified and confirmed the work
Requester: Just Test, FITRQQ2/09/23, 14:18 .
Begin Court, Hole-In-One RoSNRmsig, Roodepoort required you can request of the preloaded and

“* approved service providers, to provide quotes and

Hi Sasha SP, you've been awarded the job. Kindly s¢™ag IeS schedule a site vist if necessary.

your site visit. Regards

Mon 9/26/2022 Engage Service Providers X

Select service providers:
O (Des sP)

Sasha SP)

Paul SP)

Xanti Bootcov)
EziXanti SP)

O (
O (
O (
O ¢

Check availability.

Hi my lights aren’t turning on please help. Get a quote.

9:03

delivered to: sasha.sp Award the job.

@l I'I'ype message ]o

The selected service providers will submit their
guotes directly through €Zist and may attach a NOTE: Chat history is visible to all.
more detailed quote in PDF format. Quotes are
not visible to other service providers, who may
be included in the service request. Only Scheme
Executives and Complex Managers included in
the job can view comments and quotes
submitted from the service providers.

Inform unsuccessful providers.
O Tick to remove them from the job

Once the quotes have been reviewed and a decision taken, you or in the case of an insurance or
common area job the scheme executives will need to ‘award’ or ‘appoint’ the job to the preferred
service provider. Following the approval select the remaining service providers and tick the box to
remove them from the job and ‘Decline’ their quote. This will automatically advise them that their
guote was unsuccesful.

The selected service provider will then confirm and arrange a time with yourself and/or the
Executives to attend to the job, conveniently arranged directly within the job topic.
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Private and Executive Job Approval

After the service provider completes the job, the service requester and/or scheme executive will
need to inspect the work or review the Before&After images to approve the work and sign off.

Once any final work has been completed and resulting damages attended to the service provider
will submit the invoice directly through the app. Once satisfied with the work you will be able to
arrange payment to the service provider directly or in the case of a common area or insurance
claim the scheme executives will approve/authorize the job for payment.

< BGC0038
| 16 private
Payments

Pest Control: Rodents - Common Area
ACTIVE - Procurement (step 1)
Responsibility: Scheme Executives

Payment: Community Scheme
Requester: Kyla , Thu 2022/09/08, 16:16
Begin Court, Hole-In-One Road, Ruimsig, Roodepoort

Reimbufse owner.

Kyla,

Select whether to pay an invoice or a quotation
deposit. NOTE: For invoices, check that sign-off
on job complete has been received.

[SELECT ADOCUMENT +]

If the document is not in the list then add it.

Add Quote Add Invoice

Enter partial payment amount, or leave blank to
pay the full invoice / deposit amount:
b dmacihash caae PEARLL AL [ 0.00

@[ rfype message To authorise payment, press OK.
_

Insurance claims must be handled by the managing agent who will submit the claim and bill any
excess to the relevant party. Notes of such can be made within the job chat.

Tel: +27 11 668 0100 www.ezist.online
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Payment Process and Closing Job

Once you have made payment for your private request you can provide any final details and close
the job as per below.

In case of community and insurance payments, approval from the scheme executives is sent to your
manging agent where payment is effected.

Once payment has been made the job will be closed, we recommend the job be archived for future
reference.

€ BGC0038
| 16 private
Job Status Updates

Pest Control: Rodents - Common Area

Link this job to related jobs. For example if

ACTIVE -_Ft’)lf]c_)ct'lren;ent (step 1)_ multiple service providers are involved or if a
Responsijlity=5Sciieme. Execuiives closed job requires a follow on action.

Payment: Community Scheme
Requester: Kyla . Thu 2022/09/08, 16:16
Begin Court, Hole-In-One Road, Ruimsig, Roodepoort

Temporarily suspend the job. To resume simply
initiate any activity on the job.

Closing the job prevents any further changes.
Kyla. % NOTE: This action cannot be reversed!

Close

< BGC0038 g
Juan.Pienaar 16 priv:
x Mute

Invite Persona

b
S/

A

Pest Control: Rodents - Common 4
ACTIVE - Procurement (step 1)
Responsibility: Scheme Executives|

=3 X K

Payment: Community Scheme
Requester: Kyla Saunders, Thu 201
Begin Court, Hole-In-One Road, Ry

\ @l [Type message 10 ) G Leave Topic -

Schedule a site visit if] Version world_2_1_12 .
i

Participants
Mark all as Read

® O B b

Delete all Messages

idmacibach came BEARLLA

This concludes the full service request process on €Zist. Please take the time review the other
features and options avaliable and reach out to your managing agent or clientservices@ezist.online
should you have further questions.

Further inforamation and tutorials are avaliable on the official €Zist website.

https://ezist.online/ %
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