Essex: How to Access Closing The Loop Tasks and Reassign back to Linnel Taylor. 
There are 3 options: 
1. Email Alert with the Closing the Loop Task 
[image: ]
2. Click into the review on the home page and select “Respond” on the top Right – 
[image: ]
3. [bookmark: _GoBack]Click on Action Tab at the top, Closing the Loop, and review all open reviews. [image: ]
How to reassign a task to Linnell Taylor: 
Linnell Taylor will be the first owner of the task. They will review the task details, and within closing the loop, they will click on the owner name and type in the manager’s name of the property: 
[image: ]





They will then type their message to the manager and hit submit. Now the manager is the owner of the task, will get the email with the notes, and can log in and follow the same process to reassign the task back to Linnell Taylor.  IE: Hit owner, type in Linnell Taylor as the user, type in their message/response back, and hit submit. 
[image: ] 

The tasks notes will display in the email alert and will also display in the activity detail icon at the top right of the task (highlighted below): 

[image: ]

Linnell Taylor will then populate the approved message into the message box on the task, and hit “Submit” to respond online! This will close the task. 
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The Addison at Collienville
Apartment Ratings
Dec 29, 2016

The Addison s a quiet , beautiful, and very clean
apartment community . The property manager and
staff are really helpful and make you feel welcome
when you enter in the office . Maintence responds
to my calls in a timely manner | highly recommend
The Addison of Collienville to anyone looking for a
nice place to fivell

Ksdlayton

manager@addisoncollienille com

Overall score (5.0) is between 0 and 5
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Ilike where | live because it's a very quiet place. | have not had major inconveniences with maintenance in the time
that | have been living here since maintenance has always solved the problems. Sabrina is always attentive to solve
quickly any inconvenience, she is an excellent person. I would like the administration to repair the bridge that leads
to the other side where there are some fields because it would be good to take walks in that area as it used to do a

long time ago when 1 lived in the year 2000,
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This complex looks nice on the surface, and staff is nice. But,

Re- Mindy 2 days Respond  don'tbe fooled.  Gates, gym equipment, security lighting. are
Opened  Fiesler Alexan Eagle Creek Online just a few things that are often broken. Because lighting is an
ongoins...
Tom was courteous and helpful. He not only assisted me in
= Mindy 2ds IME| ruscany ooy A fixing the problem with my sink dispesalrciog, but also provided
Fiesler LU me with some helpful tips for future se a5 well as efficient use
of other ap...
It's amazing how quick, simple and efficiently all my work order
open Mindy 2 days IME| ruscany ooy A requests have been taken care of. I love that | can quickly go
Fiesler LU online, place the request and know with certainty that by the

time | get...
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Hi Mindy- Does the below response work:

Thank you for your review! We value your feedback and hope you remain a resident for years to come!
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