WorxHub Resident Request Instructions

This site is to be used to make maintenance requests ONLY. Absolutely no
requests will be taken in regards to any IT/Verizon FiOS (cable)/Phone
related issues, you will need to contact IT at ext. 1070 or 1090.

To create a request:

1. Once you have opened your internet, please type the following website
address and press “enter” on your keyboard:
http://kohud.theworxhub.com
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Please note: there is NO “www?™ in this website address.



2. a. Enter your username. Your username is the first part of your email

address.

(i.e. svelazquez(@kohud.kendal.org = username is svelazquez)
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b. Also, enter your password. Your password is “kendal” + your apartment
number all in lowercase.

(i.e. kendal1204)



3. Click on “Login” once you have entered your username and password.
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You will notice that your apartment information automatically shows up in the

“Location”, “Source of Work”, “Requestor”, and in the orange box areas.

These areas cannot be edited. You can ONLY make requests for your
OWN apartment. Requests pertaining to any other area on

Kendal on Hudson property please call the
Front Desk (ext. 1000) or Facilities (ext. 1980).
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5. Type in a brief description of the issue in the “Description” line. (i.e.
Vanity light bulb out, kitchen sink clogged, toilet will not flush)
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7. Please indicate if maintenance may enter your apartment without you being
present and if so, please check the box for “permission to enter” and any

special note you would like to add. (i.e. if you have pets)
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If not, please do not check the box and write in the comment box
below a time and date of your availability.
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8. If you would like to receive email updates on the progress of your request,
please click on the blue hyperlink “Subscribe to email updates”. If not, you
will need to sign into WorxHub to view the progress of your request(s).
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9. You may now click on “I’m Done!” to create your maintenance request.

Please keep in mind that you may only place one work request at a time. Do
NOT Iist more than one issue on a request. This will result in a “REJECT”
status and your request will not go through. DO NOT place duplicate requests
for the same issue as those will be rejected as well.



To check the status of your request, in case you did NOT subscribe to the
email updates.

Once you have logged into your WorxHub account, you will see on the right side of
your screen a list of recent work requests/orders for your apartment. You can click on
any of these and you will be shown a log for that specific work request/order. We

encourage you to look at this log PRIOK to calling staff for the status of your

request/order for a more efficient and detailed response.

DO NOT CONTACT WORXHUB FOR ANY

REASON. THEY DO NOT HAVE ANY
INFORMATION REGARDING YOUR WORK
REQUESTS/ORDERS, NOR DO THEY HAVE
ANY OF YOUR LOG IN INFORMATION.

PLEASE LOG INTO YOUR WORXHUB ACCOUNT
TO CHECK THE STATUS. CALL FACILITIES AT
EXT. 1980 OR OPERATIONS AT EXT. 1010 FOR
LOG IN INFORMATION.



