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The job portal is a secure portal that allows Homeowners to log in with a unique username and password.  This allows 

them to view their contact information, submit requests, view requests (open and closed), print requests, view 

documents, FAQs, Correspondence and Quality Processes.     

 

To set the Job Portal up, go to Settings→ Site Setup→ Job Portal.  

 

Step 1:  

Setup the Welcome Message, Warranty Message, Request Message, and Contact Message if applicable, see samples 

below.  

 

Job Portal Welcome Message – Sample 

 

Sample 1: 

Welcome to the (BUILDER NAME) Warranty Management System.  You may use this system to submit your request, 

review your (BUILDER NAME) Homeowners' Manual and print work orders.  Please contact our customer support team 

at (EMAIL ADDRESS) if you have any additional questions regarding the Warranty Management System.   

 

 
 

Job Portal Warranty Message – Samples 

 

Sample 1: 

Please review your homeowners warranty manual for information regarding submitting requests and our standard 

response time. 

(BUILDER NAME) Homeowners Manual, that you received when you signed your purchase agreement, has valuable tips 

about maintaining your home as well as information regarding warranty requests.   Please review your Quality Builders 

Warranty booklet, which you received during the settlement of your purchased property, for important information 

about standards and repair responsibilities.  

Sample 2: 

Please review your Quality Builders Warranty booklet that you received at closing for important information about 

standards and repair responsibilities.   
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Job Portal Request Message – Sample 

 

Sample 1: 

Your home is covered by a one-year warranty by (BUILDER NAME).  You will find that our commitment to your 

satisfaction continues after you move into your home - it is our goal to ensure that you enjoy living in your new home as 

much as we enjoyed creating it! 

Job Portal Contact Message – Samples 

 

Sample 1: 

Please contact our customer support team at (PHONE #) or (EMAIL ADDRESS) if you have any questions regarding the 

Warranty Management System.   

If you wish to speak directly to a (BUILDER NAME) Warranty representative regarding a specific repair request, please 

contact your Warranty Manager first. 

 

Sample 2: 

Please contact our warranty department at (BUILDER EMAIL ADDRESS) if you have additional questions.  We value your 

business and look forward to working with you. 
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Job Portal Contact Message – Sample 
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Step 2:  

Setup the FAQ section if applicable, see samples below.  

 

Job Portal FAQs - Samples 

Frequently Asked Questions: 

1. What do I do if I have an emergency with a component of my home? 

Emergencies are rare, but if one occurs please contact the appropriate person as soon as possible. Do not wait to address any 
emergency with a component of your home, as doing so may create more problems and peripheral damage. It is the homeowner’s 
responsibility to do all that is necessary to minimize any type of damage that may occur. 
 

Begin by checking items you can check. Troubleshooting tips appear in the Homeowner Manual for several of your home's 
components. Please refer to the individual categories to review the hints; you will find them at the end of the corresponding 
sections. Often the appropriate action by you can solve a problem immediately, or at least mitigate the situation until a technician 
arrives. 
 

If your review of the Homeowner Manual Troubleshooting tips fails to solve the problem, and it is during business hours, contact 
your Warranty Technician or the Warranty office immediately. You may also contact the appropriate Emergency Trade listed on the 
Warranty Possession Day Checklist received on your possession day. 
 

If it is after business hours, contact the responsible Emergency Trade immediately (listed on the Warranty Possession Day Checklist 
received on your possession day). For your convenience, we also have a Warranty Tech on call for emergencies at all times. This 
Technician can be reached via the after-hours emergency line, (number here). 
 

2. What is considered an emergency with a component of my home? 

Our trade contractors or your local utility companies provide emergency responses to the following conditions: 
Total loss of heat when the outside temperature is below 10 degrees. 

• Total loss of electricity  

• Total loss of water  

• Plumbing leak that requires the entire water supply to be shut-off  

• Gas leak 
Note that if a service (gas, electricity, water) is out in an entire area, attention from the local utility company is needed. Trade 
contractors are unable to help with such outages. 
A malfunctioning hot water tank or air conditioner is not considered an emergency, but we do understand the inconvenience these 
can cause, so they are treated as urgent matters. 
 
3. What do I do if I have non-emergency items I would like addressed? 

If you have any non-emergency items that you would like addressed during your first year of homeownership, please call your 
Warranty Technician to schedule an appointment for inspection. The Warranty Technician will determine if it is a warrantable item, 
or if the item is a Homeowner Maintenance item. Items considered to be Homeowner Maintenance are defined in the Homeowners' 
Manual and are considered to be non-warrantable. 
 

There are some items that are considered one-time only warranty requests. Generally, those requests are addressed at the 11-Month 
Preventative Maintenance appointment (see Questions # 13 for details about the 11 Month Preventative Maintenance 
appointments). These types of requests will only be addressed once during the first year of homeownership and it is recommended 
that the homeowner wait until the home has gone through the temperature changes of all four seasons before requesting these 
types of services. These one-time only warranty requests include, but are not limited to, the following: 

• Drywall cracks exceeding 1/8 inch in width (not caused by person, pet, etc.) 

• nail pops 

• caulking 

• door adjustments 

• separations between moldings and adjacent surfaces that exceed 1/4 inch 
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4. What do I do if I have an appliance that needs serviced and/or repaired? 

As with any warranty service, we ask that you contact your Warranty Technician immediately with any questions regarding your 
appliance within the first year. Some appliances do have a warranty that extends beyond one year, however. In these cases, you are 
asked to contact the manufacturer or installer should any issues arise. 
 
5. What are the warranty reporting procedures for the Homeowner? 

Providing warranty service for a new home is more complicated than for other products. When you purchased your home, you 
actually purchased hundreds of items and the work of 35 to 50 independent trade contractors. With so many details and people 
involved, a planned system is essential. Our warranty service system is designed based on scheduled Preventative Maintenance 
Visits, and you’re reporting of non-emergency items. This provides you with the maximum protection and allows us to operate 
efficiently, thereby providing faster service to all homeowners.  
 

We plan two standard warranty contacts - one at 3 months after closing, and the second at 11 months after closing (see Question # 
13 below). We also have emergency response procedures (answered in Questions # 1 and # 2 above) and have provided for on-
demand warranty requests between the closing day and the end of your warranty period (answered in Question # 3 above).  
 
6. What are the warranty item processing procedures? 

When we receive a warranty service request, we will contact you for an inspection appointment. Warranty inspection appointments 
are available on Monday through Friday, during normal business hours between 8:00am and 4:00pm.  
The technician inspects the items you have reported to confirm warranty coverage and determine appropriate action. Generally, 
reported items fall into one of three categories: 

• Trade contractor (subcontractor) item 

• In-house item 

• Homeowner Maintenance item 
If a trade contractor or an in-house employee is required to perform repairs, we issue a warranty work order describing the situation 
to be addressed. If there are multiple items to be addressed, a trade day appointment can be arranged. This will ensure that all 
trades necessary will attend at the same time, minimizing your inconvenience. 
If the item is Homeowner Maintenance, we will review the maintenance steps with you and offer whatever informational assistance 
we can.  
Occasionally, the inspection step is unnecessary. In that case, we issue the needed work orders and notify you that we have done so.  
 

Help Us to Serve You... 
We can provide service faster and more accurately if we have all the necessary information. With your warranty request, please 
include: 

• Your name, address, home phone number and the phone numbers where you can be reached during business hours. 

• A complete description of the problem, for example, "guest bath - cold water line leaks under sink," rather than "plumbing 
problem".  

• Information about your availability or the best days or times to reach you. For instance, if calling you at work is acceptable, 
let us know. Otherwise, we will use your home phone number. If you are usually home on Thursday, mention that. 

• Information about pets or special conditions in your home. For instance, "beware of dog in backyard." 

7. Do I have to be home for the appointment? 

We conduct inspections of interior warranty items only when an adult is available to accompany our representative and point out 
the items you have listed. Both our in-house Warranty Technicians and those of our trade contractors will likewise perform repairs 
only when an adult is available to admit them to your home. An adult is a person 18 or older who has your authorization to admit 
service personnel and sign completed work orders. 
 

We do not accept keys, nor will we permit our trade contractors to accept your keys and work in your home without an adult 
present. While we recognize that this means processing warranty service items may take longer, we believe your peace of mind and 
security should be our first concern. 
 

Exterior items can usually be inspected and repaired without an adult present, provided access is available (for instance, no locked 
gate). However, the trade contractor will contact you prior to any visit to let you know someone will be on your property. If you 
prefer to meet with them and discuss the item(s) in question, they are happy to arrange an appointment to do that. 
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8. What happens after an inspection appointment? 

Depending on the work needed, after the conclusion of the inspection appointment, the Warranty Technician or the subcontractor 
will schedule an appointment for approved repairs to be made. Sometimes more than one trade will be involved in a single repair. 
On those occasions, work must occur in sequence and more than one work date might be needed.  
 
9. What are Inspection and Work hours? 

Many homeowners ask whether evening and weekend appointment times are available.  We understand the desire for 
appointments outside normal business hours. We recognize the trend to services being available "24/7" in many businesses. 
However, in investigating how such appointments could be arranged, we discovered many factors that make extended service hours 
impractical. 

• A significant portion of repairs require daylight for proper execution. This applies to drywall, paint, and exterior work of 
almost any type.  

• We also found that most of the 35 to 50 independent trade contractors who helped us build your home - many of whom 
operate as small companies - were unable to work all week and be available for extended hours. Therefore, the few 
repairs that could be performed in off-hours failed to eliminate the need for repair appointments during normal business 
hours.  

• Administrative staff and supervisors would need to be available to answer questions. Having some personnel work 
extended hours meant being short staffed during normal business hours.  

• When we calculated the impact on wages and salaries for adding more personnel or compensating existing personnel for 
working non-traditional hours, we found that this affected overhead, and consequently the prices of our homes. 

 
 

We are still looking for a workable long-term answer to this recognized dilemma. Meanwhile, our warranty hours will be as follows: 
· Administrative staff: Monday through Friday, 8:00am until 5:00pm 
· Inspection Appointments: Monday through Friday, 8:00am until 4:00pm 
· Work Appointments: Monday through Friday, 8:00am until 4:00pm 

 

Evening and weekend appointments are reserved for emergency situations (see Question #2). We appreciate your understanding 
and cooperation with these policies. 
 
10. What if I have a pet? 

We respect pets that many homeowners count as family members of their households. To prevent the possibility of an animal 
getting injured or lost or giving in to its natural curiosity about the tools and materials used for repairs, we ask that you restrict all 
animals to a comfortable location during any warranty visit, whether for inspection or warranty work. This policy is also for the 
protection of our employees and trade personnel. We have instructed all employees and trade personnel to reschedule the 
appointment if pets have access to the work area. 
 

 

Step 3:  

Setup the following if applicable. 

• Number of days to add to due dates displayed in Portal 

• Number of days after warranty expires to allow submission of requests on Portal 

• Hide Requests on Job Portal 

• Show closed Quality Processes in portal 

• Allow Homeowner to edit their names (changing contact names may potentially disrupt integrations) 

• Show Emergency/After Hours in Portal 
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Step 4:  

Select the Employee Profiles to Display on Portal ‘Contact Us’ Page. You can then select either by role or individual 

employees. 

 

Step 5:  

Select the Employee Profiles to Display on Portal ‘Contact Us’ Page. You can then select either by role or individual 

employees. 

Portal Theme Selection 
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Step 6:  

Select which Tabs you would like to be displayed within the Job Portal by selecting edit. Apply the Order (number) you 

would like the Tabs you have selected to be displayed within the Job Portal.  

Portal Menu 

Selections of what to Show in Portal and the Order they will display simply by selecting Edit can be made. 

 

 

Other Job Portal Setup to be completed 

 

Decide which List Types are Shown in the Job Portal and which ones the Homeowners can submit requests against. 

Tools→ System Setup→ Settings→ List Types single click the List Type to expand and check Show in Job portal or Submit 

in Job Portal, see screen shots below. 

• By checking Show in Job Portal this allows the Homeowner to view all work orders that have been created for 

this List Type. 

• By checking Submit in Job Portal this allows the Homeowner to submit a request against this List Type. 

Recommendation: Create a List Type such as i.e. Customer Request, Portal Request, etc. After the portal request has 

been processed the List Type can be changed to the appropriate List Type.  
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Decide which Categories (Cost Codes) the Homeowner can select within the portal by checking Show in Job Portal.  

Tools→ System Setup→ SeIngs→ Categories double click the Category to expand and select Show in Job Portal, see 

screen shot below. 
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Decide if you would like the Supervisor or Staff to receive an Email and/or Text Notification when the Homeowner 

submits a request via the Portal. Tools→ Site Setup→ Notifications. 

 

 
 

Example of the Default Email received.  

 

 
 

Example of the Default Text received.  To create a custom Email or Text that can be selected within the Notification 

page, go to Tools→ Site Setup→ Email Templates or Tools→ Site Setup→ Text Templates. 
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Setup a User name and Password so the Homeowner can log into the Job Portal. For security purposes, the username 

and password is setup within the Homeowner record. Click Homeowners tab then double click on the record you are 

going to setup a User name and Passord for. The User name must be unique and cannot be duplicated. The Password 

has to meet the strength of Weak or above to save.  

Recommendations:  

1. Create a Password that you can apply to each record i.e. JOBPORTAL2020  

2. Copy the Password into Notes then Name/Date/Time Stamp the record so you have it as a quick resource. 

  

 
 

 

 

Send the Homeowner their Username and Password by going to the Correspondence tab and select the Contact you are 

going to email from the drop down. The page will redirect to Build Email page where you can select the template or 

attach a document to provide the homeowner with the Portal access information which includes their Username and 

Password. 

 

Correspondence Tab → Email Contact 
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Build Correspondence Email → Template Selection 

 

 
 

Build Correspondence Email → Template Selected 

Select  to preview or to send. 
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After selecting the send envelope the following pop-up will occur, select the checkmark.  NOTE:  as the sender you will 

receive a copy of the email 

 

 
 

 

To create a custom email template (Example: Welcome to the Homeowner Portal letter) this can be completed by 

selecting Tools→ Email Templates      
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Correspondence Tab → Show in Job Portal  

Decide which Correspondence, Documents and/or Pictures that you would like to be viewable by the Homeowner within 

the Job Portal. As a reminder when adding new Correpsondence, Documents and/or Pictures the box to check viewable 

by homeowner is located within the upload screen – Show in Job Portal 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 


