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Welcome 

Thank you for using the Client Portal feature of Janitorial Manager! The Portal is 

designed to provide easy and effective communication between you and your service 

provider. Please review the contents of this manual to better understand how to make 

the most out of the Client Portal. 

Service Requests 
One way is to naviate to the “Services” tab of the navigation bar at the top of your 

portal. Once the page loads, Click “+Request Service” on the right side of the screen. 

(Figure 10)  

There is also a short cut to submit a service request. You can also submit a service 

request using the “Go To:” drop down on the home page of the Client Portal. By clicking 

the “Create Service Request” option you will get to the page to submit your service 

request as well. (Figure 11)  

Figure 10 

Figure 11 
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On the Request Service page you can make all necessary edits to the supply request.  

The Suite/Floor/Department field is required. Be as specific as you can. Then select the 

service type needed to be completed (required field). When the form is complete click 

the “Submit Request” button. (Figure 12) 

Once submitted, you will receive notification of confirmation that your request has been 

submitted to your service provider. (Figure 13) 

Figure 12 

Figure 13 
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Troubleshooting 
If you encounter issues with the Client Portal here are a couple simple ways to trouble 

shoot and fix the issues: 

1. Log out of your portal and back in. 

2. Log out of your portal, clear your browser cache (Usually located in you’re the 

settings of your browser), and try to log back in again. 

3. If none of those 2 options seem to be working, please contact your cleaning 

service provider for assistance. 


