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Resident submits Emergency Service Request to LMH Call Center

Service Technician documents “First Contact” in YARDI Mobile

Upon completion of the Service Request, keys are returned to 
KeyTrak, and the Work Order is closed out 

On-Call Service Technician is contacted by the LMH Call Center 
and informed of the Emergency Service Request

Service Technician contacts the resident within 15 minutes to 
obtain additional information for the Emergency Service Request

Service Technician arrives onsite within 1 hour of the initial call, is 
in full uniform, and changes the status to “Home Arrival Time”

Using Elevated Language and wearing the necessary PPE, the 
Service Technician will address the Emergency Service Request 

ON-CALL PROTOCOLS

•	 Service Requests that require attention from the next shift must be contacted first thing in the morning
•	 If the Service Request requires vendor assistance, the District Manager and/or Maintenance Supervisor 

must be contacted first

NOTE:
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Follow the steps below to document your arrival time in YARDI Mobile. 

ON CALL - DOCUMENTING ARRIVAL TIME

1 Tap the YARDI 
Maintenance App 

Tap Unassigned

Enter your username and 
password, then tap Sign In

Locate the Emergency 
Work Order3

2

4
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Tap Edit Scroll down and tap Status5 6

Tap First Contact Tap Save7 8

ON CALL - DOCUMENTING ARRIVAL TIME

NOTE:
When changing 
work orders 
to this Status, 
you must 
have called 
the resident to 
gather more 
information and 
inform them of 
you arrival time.
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Tap Edit Scroll down and tap Status9 10

Tap Home Arrival Time Tap Save11 12

ON CALL - DOCUMENTING ARRIVAL TIME

NOTE:
When changing 
work orders 
to this Status, 
you must be 
physically at the 
resident’s door 
(in-person).



6 On Call Procedures - Maintenance Technician

YARDI MOBILE

NOTES




