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Getting Started 
The Mobile Facilities app allows maintenance technicians to track their work on service requests 

using cell phones or other mobile devices. As technicians monitor and update their assignments, 

the information is synchronized with the OneSite Facilities Plus system at the property. 

Synchronization ensures that managers, technicians, and other facilities employees view the same 

information whether they are using a mobile device or a desktop computer.  

This guide provides instructions for maintenance technicians using the app. With the Mobile 

Facilities app, you can: 

• Create and complete Inspections on the go 

• Conduct Move in, Move out, and preventative maintenance inspections 

• Take and attach photos 

• Create and address Service Requests 

• Manage a Make Ready board or Turn Caddy 

• Manage assets and inventory 
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Installation and Requirements 

The RealPage Mobile Facilities app is available from the Google Play or the Apple App Store. 

Make sure that you meet the following requirements: 

• Make sure that you are running the latest version available on the Apple App Store or 

Google Play store. Check the app’s compatibility information online for details about 

supported devices and software versions. 

• To log in to the Mobile Facilities app, you must have OneSite user login credentials.  

• When you log in, your mobile device must have a network connection, using either Data or 

Wi-Fi, so that your credentials can be verified by the OneSite system at the property. 

• You must be designated as a maintenance technician and assigned to a work group in 

property setup.  

• You must have one of the following user roles: 

• Property Maintenance Worker 

• Property Maintenance Lead 

• Property Maintenance Manager 

• Assistant Property Manager 

• Property Manager 

• Regional Property Manager 

• Super User 

• If you have a Custom user role, you must have all of the following rights: Assign or 

Re-Assign SR to a maintenance tech, Cancel service requests, Ability to create 

Inspection events, Edit and view Make Ready Requests, View Make Ready, and View 

Service Requests. 

• The following OneSite Facilities product centers must be activated for the property 

management company (PMC) and for the properties that will be using the Mobile Facilities 

app: 

• To access Service Requests and Make Readies: The Facilities, Facilities Mobile, and 

Facilities Premium Mobile must be activated for the property. 

• To access Inspections: In addition to the product centers listed above, the Inspections 

center must be activated. 

• To enable the Turn Board instead of the Make Ready Board for student living: In 

addition to the product centers listed above, the Facilities Turn Caddy center must be 

activated. 
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Logging In and Out 

Logging In 

To log in to the Mobile Facilities app: 

1. Open the Mobile Facilities app. The login screen appears. 

 

2. Log in to the application: 

• If your property uses RealPage Unified Login, tap RealPage Unified Login, enter the 

OneSite user’s Username and Password, and then tap Log In. 

• If your property does not yet use RealPage Unified Login, enter the OneSite user’s 

Username and Password, along with the PMC ID, and tap Login.  

PMC ID

3. When prompted, create a temporary 4-digit PIN code that will give you quick access when 

you leave the app and come back to it. 
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You can enter a different PIN every time you enter your credentials on the login screen. You 

can change the PIN at any time in the app settings. 

 

The application opens to the Service Requests list and syncs with OneSite at the property. When 

you are done with your workday, log out of the app and close it. 

Logging Out 

To log out of the application: 

1. Tap  (if necessary) and then  Settings. 

2. Log out. 

• On Android devices, tap Log Out in the lower-right corner of the screen. 

• On Apple devices, tap Log Out below your name. 

The application syncs with OneSite at the property and then returns to the login screen. 

3. Close the app to prevent it from running in the background. 
 

Selecting a Property 

The Mobile Facilities app allows you to view information for one property at a time. You can 

switch to a different property on the Settings screen or the PIN code screen. 

To select a property on the Settings screen: 

1. Tap  (if necessary) and then  Settings. 

2. Tap Change Property. 

3. Tap the name of the property. The app syncs with OneSite at the property. 
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To select a property on the PIN code screen: 

1. When you are prompted to enter your 4-digit PIN code, tap the Change button. 

2. Tap the name of the property. The app syncs with OneSite at the property. 

3. Enter your PIN code. 
 

How Synchronization Works 

The Mobile Facilities app synchronizes with OneSite Facilities data so that both have the same, 

current information. If necessary, you can work offline and sync your changes when you have a 

network connection. 

The app automatically synchronizes with OneSite at the property: 

• When you save changes and navigate back to a list screen. 

• When you log in or out. 

• When you switch properties. 

• When your device loses, and then regains, a network connection. 

Sync all data over WiFi only Sync photos over WiFi only 

You can also sync on demand from the app. To manually sync the app with OneSite at the 

property: 

1. Tap  (if necessary) and then  Settings. 

2. Tap Sync Status. 

3. Tap sync near the upper-right corner of the screen.  

OneSite at the property updates with any new information from the technician’s mobile 

device, and the mobile device updates with any new data from OneSite. 
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Inspections 
If your property uses Facilities inspections, you can use the app to manage inspection activities for 

units, common areas, and property assets.  

To access the inspections list, tap the  Inspections option. 

 
 

a) Scheduled date 

b) Inspection number 

c) Location of inspection 

d) Assigned technician 

e) Add new inspection 

f) Percent completed 

g) Due date 

h) View inspection details 

i) Checklist name 
 

Finding an Inspection 

The Inspections list displays in-progress and on-hold tasks. You can search, filter, or sort the list.  

Searching for Inspections 

1. Tap Search. 

2. Start entering information about the inspection. You can search by inspection number, 

description, location, or technician name. 

3. Tap Done to view the results. 
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Filtering the Inspections List 

1. Tap Filter. 

2. Select one of the following views: 

• Mine: Displays only inspections assigned to you. 

• Unassigned: Displays only inspections that are not assigned to any technician. 

• Workgroup: Allows you to select one or more work groups, and then displays only 

inspections assigned to those groups. 

• All: Appears when a filter is applied so that you can display all items in the list. 

3. Tap outside of the filter menu to view the results. 

Sorting the Inspections List 

1. Tap Sort. 

2. Select one of the sort options. 

3. Select a sort order, either asc (ascending) or desc (descending). 

4. On an Apple device, tap outside of the sort menu to view the results. On an Android device, 

tap Close to view the results. 
 

Sort Fields on iOS 

Checklist Sorts the list by checklist name. 

Completion Sorts the list by completion date for the inspection. 

Creation Date Sorts the list by creation date of the inspection. 

Due Date Sorts the list by due date for the inspection. 

Location Sorts the list by location needing inspection. 

Number Sorts the list by inspection ID. 
 

Sort Fields on Android 

Scheduled date Sorts the list by scheduled date for the inspection. 

Checklist Sorts the list by checklist name. 

Completion Sorts the list by completion date for the inspection. 

Due Date Sorts the list by due date for the inspection. 

Created Date Sorts the list by creation date of the inspection. 

Location Sorts the list by location needing inspection. 

Number Sorts the list by inspection ID. 

Technician Sorts the list by technician name. 
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Viewing Inspection Details 

To view details about an inspection: 

1. Tap the  Inspections option. 

2. Tap the inspection that you want to view. The inspection details page opens. 

 
 

Fields 
 

(Percent 

complete) 

The percent complete is displayed in chart and numeric format. 

(Due date) This is the date on which to complete the inspection. 

(Checklist) This is the checklist name. 

(Assigned to) This is the name of the technician assigned to the inspection. 

(Location) This is the building and unit number, building, or common area. 

Time worked This is the amount of time recorded for work on the inspection in the format 

hours:minutes:seconds. 
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Estimated 

completion time 

This is the expected amount of time that it will take for a technician to 

complete the inspection, as defined in property settings. 

Photos If a photo was added to this inspection, a link appears here. 

Notes This field contains any notes entered about the inspection. 

Contact This is the name of the person who requested the inspection. 

Created This is the creation date for the inspection. 

Due By This is the due date for the inspection. 

Status This is the current status of the inspection. 

Frequency This is the frequency of the inspection, if it is set up as recurring in property 

settings. 
 

 

 

Creating a New Inspection 

To create a new inspection: 

1. Tap the  Inspections option. 

2. Tap the  button in the upper-right corner of the screen. 

The New Inspection screen opens. 

 

3. Tap each option to make a selection.  

4. Tap Create Inspection. 
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Fields 
 

Location Select the specific area or issue location of the problem. 

Scheduled date This is the scheduled date for the inspection. 

Checklist Select the checklist type and the checklist name. 

Assigned to Select the name of the technician assigned to the service request. 

Due by Enter the date by which to complete the inspection. 

Notes Enter any notes about the inspection. 
 

 

Working on an Inspection 

To work on an inspection: 

1. Tap the  Inspections option. 

2. Tap the inspection that you want to work on. 

3. Tap Start/Continue Inspection. 

4. Tap Assigned to and select a name if prompted. 

The inspection checklist opens. 

5. To start recording time worked on the service request, tap  in the Timer section. 

6. Swipe right on a checklist item or category to set the condition. The conditions change 

based on how far you swipe.  

   
 

• You can swipe left and tap a button to add a comment, add a resident charge, create a 

service request, or add a photo. 
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• Alternatively, you can tap a checklist item to set the condition and enter information 

on the details screen.   

 

7. Continue the inspection, pausing the timer during breaks, until you are ready to end the 

inspection. 
 

Adding Photos to an Inspection 

When you add photos to an inspection, you can take a new photo or attach one from the photo 

gallery on your device. Photos attached to a failed inspection item automatically appear with any 

associated charges on the resident’s ledger and final account statement in OneSite.  

To add photos to an inspection: 

1. Tap the  Inspections option. 

2. Tap the inspection that you want to work on. 

3. Tap Start/Continue Inspection. 
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• To take a new photo, swipe left on a checklist item, and then tap the camera button. 

For more information about taking photos with the app, refer to Using the Camera 

Screen (on page 46). 

 

• To attach a photo that is already on your device, tap a checklist item to open the 

details screen, tap Add Photo, and then tap Photo Gallery.  

To remove a photo, tap the image and then tap the trash button. 

 

Billing for an Inspection Item 

If you have the necessary rights in OneSite, you can add resident charges for a failed inspection 

item. When you complete and submit the inspection, you may also be able to take payment from 

the resident using the Mobile Facilities app.  

To charge a resident for an inspection item: 

1. Tap the  Inspections option. 

2. Tap the inspection in the list to open it. 

3. Tap Start/Continue Inspection. 

4. Swipe left on an inspection item, and tap the dollar sign.  

 

Alternatively, you can tap a checklist item to open the details screen, and then tap $0.00. 
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The Bill Back screen opens. 

 

5. Tap Service Action to select the work that was done, and then tap Done.  

6. Select the Bill to Resident option. 

7. Tap on Amount to enter the charge amount, and then tap Done.  

8. Tap Transaction Code to select the appropriate code, and then tap Done. 

9. Tap Notes to enter your comments, and then tap Done. 

10. Tap Done to close the Bill Back screen. 

The charge amount appears on the item details screen. 

 

Ending and Submitting an Inspection 

To submit a completed inspection: 

1. With the inspection checklist open, stop the timer if it is running. 

a) Tap Enter Comments, and then enter notes about the inspection. 

b) Tap Record Time. 
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2. Tap End inspection, and then select Submit inspection.  

 

You may be prompted to indicate whether the resident is available to provide a signature. 

• If the resident is not present, leave the Resident is present option unselected, and 

then tap Submit inspection. 

• If the resident is present:  

a) Select the Resident is present option, and then tap Submit inspection. 

b) If inspection charges were billed back to the resident, confirm that the charges 

are accepted, and then tap Next. 

c) Have the resident sign in the box provided on the screen. 

d) Tap Confirm.   

If you are prompted to take payment, you can tap Make Payment to select an 

amount and enter credit card information. Tap Pay Later if the resident is unable 

to make payment. 

3. Optionally, create service requests for inspection items when prompted by the app. Tap an 

item status to select it, and then tap Yes. 

4. Add your signature in the box provided on the screen, and then tap Confirm. 

Completed inspections are no longer visible in the app, but they are still visible in OneSite 

Facilities at the property. 
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Canceling an Inspection 

To cancel an inspection: 

1. Tap the  Inspections option. 

2. Tap the inspection that you want to cancel. 

3. Tap Start/Continue Inspection. 

4. Tap Assigned to and select a name if prompted. 

5. Tap Start/Continue. 

6. Tap End inspection, and then select Cancel Inspection. 

7. Tap Cancel Inspection again to confirm. 
 

Rescheduling an Inspection 

To reschedule an inspection: 

1. Tap the  Inspections option. 

2. Tap the inspection that you want to reschedule. 

3. Tap Start/Continue Inspection. 

4. Tap Assigned To and select a name if prompted. 

5. Tap Start/Continue. 

6. Tap End Inspection, and then select Reschedule Inspection. 

7. Select the new Scheduled Date. 

8. Optionally, tap Assigned To to change the technician name. 

9. Tap Reschedule Inspection to confirm. 
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Service Requests 
Service requests provide information about maintenance issues, including the location and 

description of the problem, how to contact the resident, and when you can enter the unit. 

To access the service requests list, tap the  Service Request option. 

 

a) Options to find a service request 

b) Service request number 

c) Status of request 

d) Assigned technician 

e) Option to view request details 

f) Priority of request 

g) Location for service request 

h) Service issue 
 

Finding a Service Request 

The Service Requests list displays in-progress and on-hold tasks. You can search, filter, or sort the 

list.  

Searching for Service Requests 

1. Tap Search. 

2. Start entering information about the service request. You can search by service request 

number, description, location, or technician name. 

3. Tap Done to view the results. 
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Filtering the Service Requests List 

1. Tap Filter. 

2. Select one of the following views: 

• Mine: Displays only service requests assigned to you. 

• Unassigned: Displays only service requests that are not assigned to any technician. 

• Workgroup: Allows you to select one or more work groups, and then displays only 

service requests assigned to those groups. 

• Service Requests: Appears when a filter is applied so that you can display all items in 

the list. 

3. Tap outside of the filter menu to view the results. 

Sorting the Service Requests List 

1. Tap Sort. 

2. Select one of the sort options. 

3. Select a sort order, either asc (ascending) or desc (descending). 

4. On an Apple device, tap outside of the sort menu to view the results. On an Android device, 

tap Close to view the results. 
 

Sort Fields on iOS 

Created Date Sorts the list by creation date of the service request. 

Complete by Sorts the list by completion date for the service request. 

WorkOrder 

Number 

Sorts the list by service request number. 

Schedule Date Sorts the list by scheduled date for the service request. 

Location Sorts the list by location of the issue needing service. 

Priority Sorts the list by priority assigned to the service request. 
 

Sort Fields on Android 

Scheduled date Sorts the list by scheduled date for the service request. 

Complete by date Sorts the list by completion date for the service request. 

Created date Sorts the list by creation date of the service request. 

Status Sorts the list by status of the service request. 

Priority Sorts the list by priority assigned to the service request. 

Location Sorts the list by location of the issue needing service. 
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Viewing Service Request Details 

To view details about a service request: 

1. Tap the  Service Requests option. 

2. Tap the service request that you want to view. 

 
 

Fields 
 

Service Request # This is the service request ID. 

Timer This is the amount of time recorded for work on the service request in the 

format hours:minutes:seconds. Additionally, if there is an existing work log, 

the time worked log is displayed here. 

Estimated 

completion time 

This is the expected amount of time that it will take for a technician to repair 

the problem described by the service issue, as defined in property settings. 

(Issue category) This is the issue category. 

(Assigned to) This is the name of the technician assigned to the service request. 

Location This is the building and unit number, building, or common area. 
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Status This is the current status of the service request. 

Total charges This is the total charges for the work including parts and labor. 

Scheduled This is the scheduled date for the service request. 

Complete By This is the date on which to complete the service request. 

Preferred This is the preferred date on which the work should be performed. 

(Photo) If a photo was added to this service request, it appears here. 
 

 

 

Creating a New Service Request 

To create a new service request: 

1. Tap the  Service Requests option. 

2. Tap the  button in the upper-right corner of the screen. 

The New Service Request screen opens. 

 

3. Tap each option to make a selection.  
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4. Click the camera button in the upper-right corner of the screen to attach photos to the 

service request. You can take a new photo or choose a photo stored on your device. 

5. Tap Create Service Request. 
 

Fields 
 

Request type Select the type of location where the service request will be performed from 

the following choices: 

• Single unit 

• Common area 

• Multiple units 

• All units 

• Building 

• Apartment (not available for all properties) 

Unit/Apartment/ 

Common Area/ 

Building  

This field depends on the Request type you select. Enter the location for the 

request. 

Permission to 

enter 

Select whether the resident must be contacted before entering the unit. 

Category Select the category that best describes the service request. Selection of a 

service category determines the options available for the Item field.  

Item  Select the item that requires service. A Category must be selected before 

selecting an item. Selection of an item determines the options available for 

the Issue field. 

Issue  Select the description of the problem. An Item must be selected before 

selecting a service issue.  

Issue location Select the specific area or issue location of the problem. 

Entry notes This field is for describing any information that workers need to know before 

entering the unit, such as pet warnings. 

Assigned to Select the name of the technician assigned to the service request. If an 

administrator has set up service categories to automatically assign a default 

service technician, this field is filled in automatically with the name of the 

default technician for the selected category. 

Priority  Select the priority for completing the service request. Certain service issues 

that might quickly worsen (such as a leaky roof or pipe) are automatically 

assigned a high priority to help minimize damage. 

Preferred date Select the date on which the work should be performed. 
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Time range Select the time period during which the work should be performed. 

Service comments Enter any details necessary to explain the problem or the service performed. 
 

 

 

Working on a Service Request 

To start work on a service request: 

1. Tap the  Service Requests option. 

2. Tap the service request that you want to start. 

3. To start recording time worked on the service request, tap  in the Timer section. 

4. Tap Assigned to (if not assigned), and then choose a technician. 

5. Tap Start. To pause recording time worked on the service request, tap  in the Timer 

section. 

6. To stop recording time worked on the service request, tap  in the Timer section. 

7. Enter information about the work done on the Record Time Worked screen. 

8. Tap Record/Save Time. 

When you enter the time worked, the labor cost is automatically computed based on the 

technician’s rate. If you have the required rights, you can choose to bill the resident for the 

charges. 

The time worked can then be stored for that request and used when completing the request.  

 

Fields 
 

Action Select the main action performed. This is a required field when recording 

time worked. 

Completion notes This field contains completion notes entered from OneSite. 

Responded on Select the date and time of the response to the service request. 

Service comments Enter any details necessary to explain the problem or the service performed. 

On call Select this option to use the on-call labor rate. This field is disabled by 

default. 

Labor Cost This is the labor cost set up in OneSite. 

Bill to resident This option is available if you have the right to charge the resident. This field 

is disabled by default. 

Transaction code This option is available when Bill to resident is enabled. This is required 

when billing the resident. 
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Amount This option is available when Bill to resident option is enabled. This is 

required when billing the resident. 
 

 

Editing a Service Request 

To edit a service request: 

1. Tap the  Service Requests option. 

2. Tap the service request that you want to edit. 

3. Tap the menu button in the upper-right corner of the screen, and then select Edit. 

4. Tap an option to change the selection. The following fields will be editable: 

• Item 

• Issue 

• Parts used 

• Issue location 

• Entry notes 

• Assigned to 

• Priority - to prevent sync problems, be sure to fill in this field 

• Status 

• Complete by 

• Preferred date 

• Time range 

• Service comments 

5. Change the attached photos if desired. 

• To delete an attached photo, tap it and then tap the trash can button. 

• To add a photo, tap the camera button in the upper-right corner of the screen. 

6. Tap Save Service Request. 
 

Adding Photos to a Service Request 

When you add photos to a service request, you can take a new photo or attach one from the 

photo gallery on your device. Photos attached to a service request automatically appear with any 

associated charges on the resident’s ledger and final account statement in OneSite.  

To add photos to a service request: 

1. Tap the  Service Requests option. 

2. Tap the service request that you want to work on. 

3. Tap Add a Photo in the middle of the screen, or tap the menu button in the upper-right 

corner and select Take Photo.  
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4. Select Camera to take a new photo, or select Photo Gallery to attach one from the photo 

gallery on your device.  For more information about taking photos with the app, refer to 

Using the Camera Screen (on page 46). 

5. Tap Save. 

To remove a photo, tap the image and then tap the trash button. 

 

Completing a Service Request 

To mark a service request as complete: 

1. Tap  Service Requests, and then open the service request. 

2. Review the service request details. 

• Service Comments: To add comments about the work done, edit the service request. 

• Timer: Stop the work timer if it is running. OneSite settings at the property may 

require that you enter time worked before completing the request. 

• Parts/Equip: To add parts or equipment used for the repair, pause or stop the timer 

and enter the information from the Record Time Worked screen.  

3. Tap the menu button in the upper-right corner of the page, and then select Complete 

Service Request. 

4. Confirm that you want to complete the service request. 

5. If the resident is not available to provide a signature, tap Go to service request list view. If 

the resident is available to provide a signature: 

a) Select the Resident is present option, and then tap Get Signature. 

b) Have the resident sign in the box provided on the screen, or select the Resident 

declined to provide signature option if the resident does not agree to sign for any 

reason. 

c) Tap Confirm. 

Completed service requests are no longer visible in the app, but they are still visible in OneSite 

Facilities at the property. 

 

Fields 
 

Category Select the category that best describes the service request. Selection of a 

service category determines the options available for the Item field.  

Item  Select the item that required service. 
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Parts/Inventory 

used 

Select the specific part used for the service item. 

Vendor part Select the vendor’s description of the part. This field appears if your property 

uses RealPage Purchasing. 

Quantity Enter the number of parts used for the service item. 

Cost This is the cost of the part entered in OneSite. 

Total Cost This is the total cost of all parts used for the service request. 
 

 

 

Putting a Service Request on Hold 

To put a request on hold: 

1. Tap  Service Requests, and then open the service request. 

2. Tap the menu button in the upper-right corner of the screen, and then select Edit. 

3. Tap Status and then On hold. 

4. Tap Save Service Request. 

The service request appears in the list with the On hold status. 

 
 

 

Canceling a Service Request 

To cancel a service request: 

1. Tap the  Service Requests option. 

2. Tap the service request that you want to cancel. 

3. Tap the menu button in the upper-right corner of the screen, and then select Cancel Service 

Request. 
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Make Ready/Turn Caddy 
A “Make ready” is the process of preparing a unit for a new occupant. In OneSite Facilities, one 

make ready request automatically encompasses all make ready tasks as individual service 

requests, as defined in property settings. The Mobile Facilities app displays make ready requests 

in two different views, the Make Ready List and the Make Ready Board. 

Make Ready List 

The Make Ready List view displays each service request for each unit on a separate row. 

 

 
 

a) Scheduled date, complete by date, or preferred date/time 

b) Status 

c) Make ready location 

d) Assigned technician 

e) Make ready request number 

f) Time worked 

g) Make ready activity 

h) View make-ready details 

i) Priority 
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Make Ready Board 

The Make Ready Board view displays all service requests for all units in table format. 

 
 

a) Make ready activities 

b) Scheduled date or completion date 

c) Status 

d) Building-unit location 
 

Finding a Make Ready Task 

The Make Ready List displays in-progress and on-hold tasks. You can search, filter, or sort the 

view. On the Make Ready Board, you can only search by unit.  

Searching for Tasks in the Make Ready List  

1. Tap Search. 

2. Start entering information about the make ready task. You can search by service request 

number, task description, location, status, or technician name. 

3. Tap Done to view the results. 

Filtering the Make Ready List 

1. Tap Filter. 

2. Select one of the following views: 

• Mine: Displays only make ready tasks assigned to you. 

• Unassigned: Displays only make ready tasks that are not assigned to any technician. 

• Workgroup: Allows you to select one or more work groups, and then displays only 

make ready tasks assigned to those groups. 

• All: Appears when a filter is applied so that you can display all items in the list. 

3. Tap outside of the filter menu to view the results. 
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Sorting the Make Ready List 

1. Tap Sort. 

2. Select one of the sort options. 

3. Select a sort order, either asc (ascending) or desc (descending). 

4. On an Apple device, tap outside of the sort menu to view the results. On an Android device, 

tap Close to view the results. 
 

Sort Fields on iOS 

Complete by Sorts the list by completion date of the make ready task. 

Created Date Sorts the list by creation date for the make ready task. 

WorkOrder 

Number 

Sorts the list by service request number. 

Schedule Date Sorts the list by scheduled date for the make ready task. 

Priority Sorts the list by task priority. 

Location Sorts the list by location. 
 

Sort Fields on Android 

Complete by date Sorts the list by completion date of the make ready task. 

WorkOrder 

number 

Sorts the list by service request number. 

Schedule date Sorts the list by scheduled date for the make ready task. 

Priority Sorts the list by task priority. 

Created date Sorts the list by creation date for the make ready task. 
 

 

Viewing Make Ready Task Details 

To view details about a make ready task: 

1. Tap the  Make Ready option. 

2. Tap Make Ready List or Make Ready Board. 

3. Tap the make ready task that you want to view. 
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• Task details accessed from the Make Ready List appear as follows: 

 

• Task details accessed from the Make Ready Board appear as follows: 
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Fields 

Task Details (Make Ready List)  

(Header) The header displays the service request number and property name. 

Time spent This is the amount of time recorded for work on the service request in the 

format hours:minutes:seconds. 

Est. time This is the estimated time and minutes for completing the service request 

item. 

(Assigned to) This is the name of the technician assigned to the make ready task. 

(Location) This is the building and unit number, building, or common area. 

Notes These are any comments entered for this make ready request. 

Item This is the specific item selected for the make ready service request. 

Issue This is the description of the make-ready task. 

Parts/Equip This is the name of the part selected for the task. 

Status This is the current status of the make-ready task. 

Completed This is the date on which the task was completed. 
 

Task Details (Make Ready Board)  

(Header) The header displays the property name. 

SR# This is the service request number for the task. 

Task This is the description of the make-ready task. 

Estimated time This is the estimated time and minutes for completing the task. 

Timer/Recording This is the amount of time worked, in hours and minutes, on the service 

request item. 

(Assigned to) This is the name of the technician assigned to the make-ready task. 

Status This is the current status of the make ready. 

Scheduled This is the date on which the task is scheduled to begin. 

Complete By This is the date on which to have the task finished. 

Notes These are any comments entered for this make ready request. 

Issue This is the issue pertaining to the make-ready task. 

Technician This is the name of the technician assigned to the make-ready task. 

Status This is the current status of the make-ready task. 
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Working on a Make Ready 

The steps for working on a make ready request are similar for tasks viewed from the list and tasks 

viewed from the board. 

From the Make Ready List 

To start work on a make ready: 

1. Tap the  Make Ready option. 

2. Tap Make Ready List. 

3. Tap the make ready task that you want to work on. 

4. Tap Start Timer at the bottom of the screen. 

5. Tap Assigned to (if not assigned), and then choose a technician. 

6. Tap Start.  

7. To stop the timer when you stop work on the task, tap Stop Timer at the bottom of the 

screen, and then select Record Time Spent. 

8. Enter information about the work done on the Record Time Worked screen. 

• Action 

• Mark Completed 

9. Tap Record/Save Time. 

When you enter the time worked, the labor cost is automatically computed based on the 

technician’s rate. You can choose to bill the resident for the charges. 

The time worked can then be stored for that request and used when completing the request.  

From the Make Ready Board 

1. Tap the  Make Ready option. 

2. Tap Make Ready Board. 

3. Tap the make ready task that you want to work on. 

4. Tap  in the Timer section. 

5. Tap Assigned to (if not assigned), and then choose a technician. 

6. Tap Start.  

7. To stop the timer when you stop work on the task: 

• Pause the timer by tapping  in the Timer section. 

• Stop the timer by tapping  in the Timer section, and then select Record Time. 
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8. Enter information about the work done on the Record Time Worked screen. 

• Action 

• Completion Notes 

• Responded On 

• Service Comments 

• On Call 

• Labor Cost 

• Parts Used 

• Bill to Resident (if you have the required rights) 

• Mark Completed 

9. Tap Record/Save Time. 

When you enter the time worked, the labor cost is automatically computed based on the 

technician’s rate. You can choose to bill the resident for the charges. 

The time worked can then be stored for that request and used when completing the request.  

 

Editing a Make Ready Task 

You can edit a make ready task from the list or the board.  

Editing Make Ready List Tasks 

1. Tap the  Make Ready option. 

2. Tap Make Ready List. 

3. Tap the make ready task that you want to edit. 

4. Tap the menu button in the upper-right corner of the screen, and then select Edit. 

5. Tap an option to change the selection. The following fields will be editable: 

• Status 

• Technician 

• Notes 

• Parts used 

6. Change the attached photos if desired. 

• To delete an attached photo, tap it and then tap the trash can button. 

• To add a photo, tap  at the top of the screen. 

7. Tap Save Make Ready. 
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Editing Make Ready Board Tasks 

1. Tap the  Make Ready option. 

2. Tap Make Ready Board. 

3. Tap the make ready task that you want to edit. 

4. Tap an option to change the selection. The following fields will be editable: 

• Notes 

• Issue 

• Technician 

• Status 

5. Change the attached photos if desired. 

• To delete an attached photo, tap it and then tap the trash can button. 

• To add a photo, tap  at the top of the screen. 

6. Tap Save. 
 

Adding Photos to a Make Ready Task 

When you add photos to a make ready, you can take a new photo or attach one from the photo 

gallery on your device.  

You can add photos to a make ready from the list or the board. 

1. Tap the  Make Ready option. 

2. Select Make Ready List or Make Ready Board. 

3. Tap the make ready task that you want to work with. 

4. Select the option to add a photo. 

• From the Make Ready List: Tap Add a Photo in the middle of the screen, or tap the 

menu button in the upper-right corner and select Take Photo.  

• From the Make Ready Board: Tap  Add photos at the top of the screen. 

5. Select Camera to take a new photo, or select Photo Gallery to attach one from the photo 

gallery on your device. For more information about taking photos with the app, refer to 

Using the Camera Screen (on page 46). 

6. Tap Save. 

To remove a photo, tap the image and then tap the trash button. 
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Completing a Make Ready Request 

Only individual make-ready tasks can be completed in the Mobile Facilities app. Completing, 

canceling, or changing dates for a make ready can only be done using OneSite at the property.  
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Asset Management 
Asset management provides information about all property-owned assets such as roofs, 

sidewalks, refrigerators, or ovens. You can maintain each asset’s information, transfer assets, and 

retire assets as needed.  

To access the property assets list, tap the  Assets option. 

 
 

a) Installed date 

b) Asset item 

c) Asset record number 

d) Add new asset record 

e) View asset details 

f) Asset location 

g) Asset area 
 

Finding an Asset Record 

You can search, filter, or sort the Assets list.   

Searching for Asset Records  

1. Tap Search. 

2. Start entering information about the make ready task. You can search by asset number, 

asset category, item description, or location. 

3. Tap Done to view the results. 

Filtering the Assets List 

1. Tap Filter. 

2. Select one of the following views: 

• Active: Displays only active assets. 

• Next month’s: Displays only assets with warranties that expire in the next month. 
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3. Tap outside of the filter menu to view the results. 

Sorting the Assets List 

1. Tap Sort. 

2. Select one of the sort options. 

3. Select a sort order, either asc (ascending) or desc (descending). 

4. On an Apple device, tap outside of the sort menu to view the results. On an Android device, 

tap Close to view the results. 
 

Sort Fields on iOS 

Asset location Sorts the list by asset location. 

Asset number Sorts the list by asset number. 

Item Sorts the list by item description. 

Last Installed date Sorts the list by installation date. 

Location Sorts the list by location. 
 

Sort Fields on Android 

Asset location Sorts the list by asset location. 

Asset number Sorts the list by asset number. 

Item Sorts the list by item description. 

Last Installed date Sorts the list by installation date. 

 

 

Viewing Asset Details 

To view details about an asset: 

1. Tap the   Assets option. 
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2. Tap the asset record that you want to view. 

 
 

Fields 
 

Asset # This is the number entered for the asset. If you are using the asset 

auto-numbering feature, you cannot assign or change this number.  

Date installed This is the date on which the asset was installed. 

(Location) This is the general location of the asset such as a unit or a common area. 

(Category) This is the category assigned to the asset. 

(Item) This is the item description that best describes the asset. 

(Asset location) This is the location of the asset. This can be a specific room, such as a 

kitchen, or this can be in a more general area, such as a patio area. 

Make This is the manufacturer of the asset. 

Model This is the model ID assigned to the asset; it’s the manufacturer’s model 

number. 

Serial number This is the serial number assigned to the asset. 

Color This is the asset’s color. 

Condition This is the asset’s current condition. 
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Asset notes These are any comments entered about the asset. 

Warranty 

expiration date 

This is the date on which the asset’s warranty expires. 

Last inspection This is the date on which the asset was last inspected. 

PO Number This is the purchase order number assigned to the asset. 

Cost to replace This is the current cost to replace the asset. 

Vendor number This is the number by which a vendor is identified in OneSite. It appears here 

to identify from whom the asset was purchased. This field appears only if 

you are currently using OneSite Purchasing. 

Capital account This is the general ledger capital account assigned to the asset. This field will 

only be available if you are currently using OneSite Purchasing. 

Accumulated 

depreciation 

This is the general ledger accumulated depreciation account assigned to the 

asset. This field will only be available if you are currently using OneSite 

Purchasing. 

Depreciation 

expense 

This is the general ledger depreciation expense account assigned to the 

asset. This field will only be available if you are currently using OneSite 

Purchasing.  

Salvage value This is the current value of the asset. 

 

 

Creating a New Asset Record 

To add a new asset record: 

1. Tap the  Assets option. 

2. Tap the  button in the upper-left corner of the screen. 
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The New Asset Record screen opens. 

 

3. Tap each option to make a selection.  

4. Click the camera button in the upper-right corner of the screen to attach photos to the 

record. You can take a new photo or choose a photo from the photos on your device. 

5. Tap Create Asset Record. 
 

Fields 
 

Asset Number This is the number entered for the asset. If you are using the asset 

auto-numbering feature, you cannot assign or change this number.  

Location Type Select the general location of the asset such as a unit or a common area. 

Asset Location Select the location of the asset. 

Asset category Select the asset category. 

Item Select the best description for the asset. 

Make Select the manufacturer of the asset. 

Model Enter the manufacturer’s model number. 

Serial number Enter the serial number of the asset. 

Color Select the asset’s color. 
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Condition Select the asset’s current condition. 

Date installed Select the date on which the asset was installed. 

Asset notes Enter comments about the asset. 

Warranty 

expiration date 

Select the date on which the asset’s warranty expires. 

Last inspection Select the date on which the asset was last inspected. 

PO Number Enter the purchase order number assigned to the asset. 

Date purchased Select the date on which the asset was purchased. 

Cost to replace Enter the current cost to replace the asset. 

Vendor number Select the vendor number as identified in OneSite. This field will only be 

available if you are currently using OneSite Purchasing. 

Capital account Select the general ledger capital account assigned to the asset. This field will 

only be available if you are currently using OneSite Purchasing. 

Accumulated 

depreciation 

Select the general ledger accumulated depreciation account assigned to the 

asset. This field will only be available if you are currently using OneSite 

Purchasing. 

Depreciation 

expense 

Select the general ledger depreciation expense account assigned to the 

asset. This field will only be available if you are currently using OneSite 

Purchasing.  

Salvage value Enter the current value of the asset. 

 

 

Editing an Asset Record 

To edit an asset record: 

1. Tap the  Assets option. 

2. Tap the asset record that you want to edit. 

3. Tap the menu button in the upper-right corner of the screen, and then select Edit. 

4. Tap an option to change the selection. The following fields will be editable: 

• Make 

• Model 

• Serial number 

• Color 

• Condition 
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• Asset notes 

• Last inspection 

• PO number 

• Date purchased 

• Date installed 

• Warranty expiration 

• Purchase value 

• Cost to replace 

5. Change the attached photos if desired. 

• To delete an attached photo, tap it and then tap the trash can button. 

• To add a photo, tap the camera button in the upper-right corner of the screen. 

6. Tap Save Asset Record. 
 

Adding Photos to an Asset Record 

To add photos to an asset: 

1. Tap the  Assets option. 

2. Tap the asset record that you want to work on. 

3. Tap Add a Photo in the middle of the screen, or tap the menu button in the upper-right 

corner and select Take Photo.  

4. Select Camera to take a new photo, or select Photo Gallery to attach one from the photo 

gallery on your device.  For more information about taking photos with the app, refer to 

Using the Camera Screen (on page 46). 

5. Tap Save. 

To remove a photo, tap the image and then tap the trash button. 

 

Transferring an Asset 

If an asset is moved from one unit to another, you can use the app to enter the new location, 

date, and any comments. To transfer an asset: 

1. Tap the  Assets option. 

2. Tap the asset record that you want to transfer. 

3. Tap the menu button in the upper-right corner of the screen, and then select Transfer. 

4. Enter the required information. 

• Location Type 

• Asset Location 
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• Transferred On Date 

• Transfer Comments 

• Asset Status 

5. Tap Save Asset Record. 
 

Retiring an Asset 

When an asset is no longer in service, you can use the app to remove it from your list of assets by 

retiring it. To retire an asset: 

1. Tap the  Assets option. 

2. Tap the asset record that you want to transfer. 

3. Tap the menu button in the upper-right corner of the screen, and then select Retire. 

4. Enter the required information. 

• Date Transferred 

• Reason Transferred 

• Salvage Value 

5. Tap Save Asset Record. 
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Photos 
You can attach photos to service requests, make ready tasks, inspections, assets, and inventory.  

After synchronizing the Mobile Facilities app, attached photos become available in OneSite at the 

property.  

If photos are attached to a service request or inspection item that includes charges billed to the 

resident, the photos automatically appear with those charges on the resident’s ledger and final 

account statement in OneSite.  

High Resolution Copy to Camera Roll Sync Photos Over WiFi Only

 

Using the Camera Screen 

The Mobile Facilities camera screen opens when you choose to take a photo for an inspection 

item, service request, make ready, or asset record. 

 

a) Tap the flash button in the upper-left corner of the screen to switch between auto, on, and 

off. 

b) Pinch or spread two fingers on the screen to zoom in and out. 

c) View the number of photos taken for this item.  

d) Tap Done to close the camera screen. 

e) Tap the camera button to take a photo. 
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Exporting or Deleting Archived Photos 

To view, delete, or export archived photos: 

1. Tap  (if necessary) and then  Settings. 

2. Tap Archived Photos. 

3. Tap each photo to select it.  

4. Tap Delete to delete the selected photos, or tap Export to copy them to your device’s photo 

gallery. 
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Settings 

To manage the Mobile Facilities app settings, tap  (if necessary) and then  Settings. 

(Actions) 

Change Property Tap this option to select another property to view in the app. 

Change PIN Code Tap this option to change your temporary 4-digit PIN code.  

Log Out Select this option to log out. 

Photo Options 

High Resolution Select this option to use high resolution when you take photos 

in the Mobile Facilities app. 

Copy to Camera Roll Select this option to save each photo that you take to both the 

Mobile Facilities app and the device’s photo gallery. 

Archived Photos Tap this menu item to view, export, or delete archived photos.  

Other 

Sync All Data Over 

WiFi Only 

Select this option to synchronize data between your app and 

OneSite at the property only when your device is connected to 

a Wi-Fi network. 

Sync Photos Over 

WiFi Only 

Select this option to synchronize photos between your app and 

OneSite at the property only when your device is connected to 

a Wi-Fi network. Other data is synchronized over a cell service 

network. 

Sync Status This is the status of synchronization between your app and 

OneSite at the property. 

• OK: Synchronization is current. 

• In progress: Synchronization is in progress. 

• X Items Pending: Tap the status and then tap sync in 

the upper-right corner. 

Tap the status to access the Pending Items screen. Tap sync in 

the upper-right corner to manually synchronize the items in the 

list. 

Version This is the version of the app that you are running. 
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Setting Up Mobile Facilities in OneSite 
In order for the Mobile Facilities app to function in coordination with OneSite at the property, the 

required product centers must be activated for the property, and app users must be set up with 

the required rights and assigned to a workgroup. 

Required Product Centers 

The following OneSite Facilities product centers must be activated for the property management 

company (PMC) and for the properties that will be using the Mobile Facilities app: 

• To access Service Requests and Make Readies: The Facilities, Facilities Mobile, and Facilities 

Premium Mobile centers must be activated for the property. 

• To access Inspections: In addition to the product centers listed above, the Inspections center 

must be activated. 

• To enable the Turn Board instead of the Make Ready Board for student-living properties: In 

addition to the product centers listed above, the Facilities Turn Caddy center must be 

activated. 

Roles and Rights 

Mobile Facilities users must be set up with the appropriate roles and rights in OneSite at RealPage 

Central.  

To set up a Mobile Facilities user in OneSite: 

1. Navigate to RealPage Central. 

2. Click the  Navigation menu. 

3. Select  Administration. 

4. In the Manage section, click Users to open the OneSite users page.  

5. Add or edit the user. 

6. Click Properties in the upper left navigation. 

7. Select check boxes in the Property roles list to assign one or more of the following Facilities 

roles: 

• Property Maintenance Worker 

• Property Maintenance Lead 

• Property Maintenance Manager 

• Assistant Property Manager 

• Property Manager 

• Regional Property Manager 

A P P E N D I X  A 
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• Super User 

Workgroup Assignments 

Mobile Facilities users must be assigned to a Facilities work group at each property where they 

will be working. 

To assign a Mobile Facilities user to work groups in OneSite at the property: 

1. Click the  Navigation menu. 

2. Select  Administration. 

3. In the Facilities section, select Maintenance staff. 

4. Select Manage technicians to open the General property - Facilities - Technicians page. 

5. Add or edit the user. 

6. Click the Primary work group drop-down list, and then select the user’s primary work 

group. 

7. To assign the user to additional work groups, select Assign additional work groups, and 

then select the user’s secondary work groups. 

8. Click Save.  
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