& MyPlace

A guide to using
the MyPlace portal

RENDALL EJRITTNER



F.Er-ll::-\!%ITTI‘JE::

Understand your home screen

When you login, you will see the Home screen. This gives you a quick overview of your building and account. From here
you can:

Switch between developments
if you have multiple premisesin
different developments.

~

If you have financial access,
I Vour acoount balance you will be able to View your

£0.00 account balance and Charges
As of yesterday, 07/09/2026 at 14:33 . . .
for all your premises in this
4 D development.

J

View requests that are already Requests See more requests
in progress and Raise a new + Raise a Request
request using the Raise a
Request button. News See more news
9 Read recent news about your
\ MyPlace Update =5 bL“ldlng
6 Postec ul 2026
Water Supply Interruption To Block 2 Tomorrow
_)
6 Posted 3 Jun 2026
Shortcuts
Use shortcuts to contact us or :
% Contact Us @ Resident Safety Support Use the bottom menu to move

access support forms. 1oL
PP to other areas of MyPlace

) & 8 dzh = )
Home Requests Charges Hel p—ln"r_ Account




View an existing request

A request is a question, issue, or task you have sent to your Property Management Team, such
as reporting a repair, asking about your account, or requesting support.

To check the progress of a request:

1. Gotothe Home screen.

2. Ifthe requestis shown, you can select it to
see the details.

3. Iftherequestis notshown, select See more
requests to view the full request list or use
the Requests menu button.

4. Therequest screen will show:
- Therequest details.
- The status.
- The history of updates.
- Any attachments.

Requests See more requests
Key Fob
* Apartment/house this matter relates to:
Estate office * | would like a new ...: Gate... —2
In progress

Selling My Property

* Solictors name: 12§ . P
cletors name Overview History @) Attachments (@)

In progress
Rendall & Rittner |/ Administrators
Description
* Apartment/house this matter relates to: Estate office
* | would like a new ...: Gate Remote
* Quantity required: 1
* Delivery address: Flat
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Raise a new request

To raise a new request: Raise a Request

1. Go to the Home screen. Pick 8 relevant option

2. Select New Request.

3. Choose the type of request, such as Site Staff, Onsite Statt _>
Maintenance, or Sell Home. £ Maintenance R

4. Complete the form.

5. Add photos or documents if needed. 2 Sublet -

6. Select OK.

7. You will receive confirmation that the request has © Selirome N
been sent.

Once submitted, your request will be automatically routed to the correct team based on the
request type you selected. Your request will be added to your home screen and request list so you
can check progress later.

Select See more requests on the home screen to view the full request list or use the Requests
menu button.



REMD: A! RITTHER

Add a comment to a request

From time to time your Property Management team will share updates about your request.
You can also add more information with a comment, photograph or other document:

1. Open the request. Key Fob ,
2. Selectthe menu button. MyPlace Wharf * [7872107] Menu
3. Choose Comment. Overview History € 1 ment
4. Addyour comment and documents if needed. | Assignee Complete
5. Select OK. Rendall &Rittner /. Edit Request
Description

* Apartment/house this matter relates to:

Once added the request will be updated to include your comment. You can view and edit the
request and comment by selecting the request on the home screen or via the request list.

The request list is visible by selecting See more requests on the home screen or via the
Requests menu button.
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Read building news

News posts are updates from your Property Management Team about your building.

They may include information such as:
- Planned maintenance. News See more news

o Llft outa geS . Passenger Lift Downtime for

Insurance Inspection on 22/06/26...

-
° |nSpeCt|0nS. B Posted 9 June w
8

* BU I ld I ng WOI‘kS Overflowing Recycling Bins Passenger Lift Downtime

. Safety notices. & Posted 5 June for Insurance Inspection
on 22/06/26 (PM)
- Service updates. 1 o09un 202
Dear Leaseholders & Residents,
TO rea d a News pOSt: The lift will be placed temporarily out of service
on the afternoon of Monday 22nd June 2026,
1. Select a news post on the Home screen. whilst it undergoes a six-monthly insurance
examination. This may take up to several hours to
2. Orselect See more news to view older posts. complete.
. Thank you in advance for your patience and full
3. The full news message will open. co-operation.

Kind regards

Your Property Management Team



Find building documents and information
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Select Info from the bottom menu to find documents and information about your building.

Information is grouped into categories, such as:

- News - updates from your property management
team.

- Documents - letters, forms, policies, or other
shared files.

- Your Building - general building information.

- Finance -financial or service charge information,
if available to you and financial messages from the
Property Management Team.

- Management - information from your Property
Management Team.

Select a category to view the information inside.

Help+Info

Everything about your building, all in one place.

[El News o

Y Documents -

Your Buildin Documents

& Finance

Community -
A Managemer

Health & Safety -
Help / Guidance

Legal -

Qualifying Works -
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View your charges and outstanding balance

Only premises owners, letting agents, and their authorised representatives can view charges in
MyPlace. If you have the appropriate access, select Charges from the bottom menu to view your
current account information.

Current charges

This statement shows the current

outstanding items. Please note if you have H ere yO u can:

made payments, by either cheque or bank .
transfer they may take up to 10 days to be See yOU rcurre nt ba la nce.

reflected here. Please contact us if you have . View outsta nding items.
any questions about your account. Check payment details
These items have been retrieved from your .
account, Recent payments may ot yet reflect - Download the information as a spreadsheet.
in the balance. - Add arequest if you have a question about your account.
[ Select all

Description Amount Please note: recent payments may take several days to appear.

Due date

c3318.82 If you have recently made a payment, it may not show
e immediately. Please allow up to 10 days for payments made by
Flat 106 & Store 3 & P4
_ cheque or bank transfer to appear.

O Service Charge £1213.82

01/01/2026

Reserve

O ) £445.59
01/01/2026



Update your personal details and communications preference

Select Account from the bottom menu to manage your personal settings.

In Profile, you can:

- View or update your personal details, including password
and correspondence address.

- Choose which news updates you want to receive.

In Communications, you can:

- Choose how you receive eCommunications from the
property management team.

- Choose paperless communications, where available.

« View supporting terms and conditions.

You can also log out from this screen.

Account

Manage my account information

Personal

2 Profile

Preferences

E3 Communication

[ Log out
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End of user guide
You have reached the end of this guide.

We hope you found the information helpful.

Thank you
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