
 
USER INSTRUCTIONS FOR SELF SERVICE PORTAL 
 
 
Tenant and Customer contacts must obtain a USER NAME and PASSWORD in 
order to use the Self Service Portal.  
In order to obtain your USER NAME and PASSWORD you can call your local 
Ryan representative or contact us at rbs@ryancompanies.com. 
 
 
1)  Click on “Sign In” 
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TO SUBMIT A WORK ORDER 
 
3)  Click on the link “Add Work Order” 
 
 
 

 
 
 
 

2) IN UPPER CASE, enter your USER NAME and PASSWORD.  
  
If you fail to log in correctly after 3 attempts, the system will lock you out.   
 
In the event this happens, please contact us at rbs@ryancompanies.com  



 
 
 
4) The Self Service, Customer Equipment Information page will default your 

Customer Number, Contact Name, Phone and Email Address.   
 
Example of the Self Service Work Order Screen 
 

 
5) In the Work Description field, type in a summary of your request. This is a required 

field and has a maximum of 88 characters.  
6) Requested Finish Date fields – In the first field, enter the date you would like this 

request finished.  In the second field, enter the time (military time) you would like 
the request finished.  These fields are not required. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
7) Choose the Property and Unit fields (identifying where the work needs to take 

place); 
Click in the Property field. 

 
 A magnifying glass (visual assist) will display to the right of the Property field. Click on it. 
A table will display that will contain the property number and unit(s) associated with your 
organization. 
 

 
 
Click on the desired radio button for the property and unit where the work needs to take 

place, then click on Select (green check mark)  
 
You will return to the Self Service Customer/Equipment Information Page. The Property 
and Unit field will default with your selection. 
 
8) In the ‘Text” field you can type in a further description of your request.  You can also 
attach a picture or document.  This field will contain our staff notes on what was done to 
complete the request or progress notes.     
(You may be prompted to install ActiveX.  ActiveX is required to utilize this feature.) 
 

9)Click on OK    to save and submit your request 



TO VIEW THE STATUS OF YOUR EXISTING REQUESTS 
 
1) Click on “View Work Orders” 
 

 
 
The Work with Work Order Screen will appear.   All the work orders associated 
with your organization will display on the grid in the lower portion of the screen. 
  
To view the details of the work order; 
 

♣ Click on the work order number within the grid or check the box to the left 
of the work order number and click on Select.   

 



SORTING WORK ORDERS 
 
You can sort the work orders by Property Unit, Date Range or Work Order status.
 
 

♣ Click on the General tab and enter the Property Unit you want to see the 
work orders for (If you have space in multiple properties). Click on Find. 

 
♣ Click on the Dates tab to enter a date range you want to see work orders.  

Click on find. 
 

♣ Click on the Status tab to enter a work order status you wan to see work 
orders for.  Click on find. 

 
 
 

 
 


