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Introduction



What is Simplicity® Tenant Portal? 

Simplicity Tenant Portal is a self-service portal for tenant 

to view their contract details, download their billing 

related documents and notices, submit renovation 

permits and requests.  

It also enables tenant to manage their own user 

accounts and access to the portal.
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Functions of Simplicity® Tenant Portal

*Please note that the accessible functions are dependent on the role access granted to you.  Please check with the 

Tenant User Administrator within your company for more info.

Overview of Simplicity® Tenant Portal
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In this guide, we focus on Adhoc Utility Request

The Adhoc Utility Request module enables tenant to:

• Submit request for ad hoc aircon extension

• View ad hoc utility request status

• Cancel ad hoc aircon extension request

Adhoc Utility Request
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From this guide, we should be able to:

Objectives
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01 Submit request for ad hoc aircon extension

02 View adhoc utility request status

03 Cancel ad hoc aircon extension



Adhoc Utility Request



1. How to submit request for ad hoc 

aircon extension?
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Adhoc Utility Request

Adhoc Utility Request module allows user 

to submit request for ad hoc aricon 

extension

Note: Only user with Tenant User 

Administrator and Tenant Adhoc Utility 

Requestor role has access to this function

❖ How to submit request for ad hoc 

aircon extension?

1. Navigate to ‘Adhoc Utility Request’ 

on the left panel

2. Click          to create new ad hoc 

utility request

Adhoc Utility Request 

- Submit Request for Ad 

Hoc Aircon Extension

Adhoc Utility Request
1. How to submit request for ad hoc aircon extension?
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Adhoc Utility Request

+

Click ‘+’ to create 

new request



Adhoc Utility Request

❖ How to submit request for ad hoc 

aircon extension?

3. Click ‘Select’ button 

4. Choose the applicable account 

number and click ‘Select’ to confirm 

the selection

Adhoc Utility Request 

- Submit Request for Ad 

Hoc Aircon Extension

Adhoc Utility Request
1. How to submit request for ad hoc aircon extension?
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Adhoc Utility Request

Click ‘Select’ button

Choose the applicable account 

number
Click ‘Select’ to confirm the 

account



Adhoc Utility Request

❖ How to submit request for ad hoc 

aircon extension?

5. Choose the type of request on the 

‘Request Type’ field

6. Scroll down to ‘Location’ field

7. Tick the applicable location(s)

Adhoc Utility Request 

- Submit Request for Ad 

Hoc Aircon Extension

Adhoc Utility Request
1. How to submit request for ad hoc aircon extension?
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Adhoc Utility Request

Choose the request type



Adhoc Utility Request

❖ How to submit request for ad hoc 

aircon extension?

8. Scroll down to ‘Extension Dates’ 

field

9. a) Click ‘+ Add Extension Item’ 

button to add the extension day

OR

b) Click ‘+ Add Schedule Extension 

Item’ button to add the extension 

day that reoccur weekly or monthly

Adhoc Utility Request 

- Submit Request for Ad 

Hoc Aircon Extension

Adhoc Utility Request
1. How to submit request for ad hoc aircon extension?
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Adhoc Utility Request

Select the applicable 

date and times

Click ‘Update’ to add the 

extension item



Adhoc Utility Request

❖ How to submit request for ad hoc 

aircon extension?

8. Scroll down to ‘Extension Dates’ 

field

9. a) Click ‘+ Add Extension Item’ 

button to add the extension day

OR

b) Click ‘+ Add Schedule Extension 

Item’ button to add the extension 

day that reoccur weekly or monthly

Adhoc Utility Request 

- Submit Request for Ad 

Hoc Aircon Extension

Adhoc Utility Request
1. How to submit request for ad hoc aircon extension?
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Adhoc Utility Request

Select ‘Weekly’ if 

the extension 

items will be 

repeated weekly

Click ‘Schedule’ to add the 

extension items

Select the applicable 

dates and times

Tick the day(s) that the 

extension is needed



Adhoc Utility Request

❖ How to submit request for ad hoc 

aircon extension?

8. Scroll down to ‘Extension Dates’ 

field

9. a) Click ‘+ Add Extension Item’ 

button to add the extension day

OR

b) Click ‘+ Add Schedule Extension 

Item’ button to add the extension 

day that reoccur weekly or monthly

Adhoc Utility Request 

- Submit Request for Ad 

Hoc Aircon Extension

Adhoc Utility Request
1. How to submit request for ad hoc aircon extension?
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Adhoc Utility Request

Select ‘Monthly’ if 

the extension 

items will be 

repeated once a 

month

Click ‘Schedule’ to add the 

extension items

Select the applicable 

dates and times



Adhoc Utility Request

❖ How to submit request for ad hoc 

aircon extension?

10. Click ‘Submit for Execution’ to 

complete the submission request 

for ad hoc aircon extension

Adhoc Utility Request 

- Submit Request for Ad 

Hoc Aircon Extension

Adhoc Utility Request
1. How to submit request for ad hoc aircon extension?
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Adhoc Utility Request

Click ‘Submit for 

Execution’ to complete 

the request.

Note: The Extension Item(s) will 

be listed 



2. How to view adhoc utility request 

status?
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Adhoc Utility Request

Adhoc Utility Request module allows user 

to submit request for ad hoc aricon 

extension

Note: Only user with Tenant User 

Administrator and Tenant Adhoc Utility 

Requestor role has access to this function

❖ How to view adhoc utility request 

status?

1. Navigate to ‘Adhoc Utility Request’ 

on the left panel

2. Click          next to the desired 

request to display

Adhoc Utility Request 

- View adhoc utility 

request status

Adhoc Utility Request
1. How to view adhoc utility request status?
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Adhoc Utility Request

Click ‘View’ to display the request



Adhoc Utility Request

❖ How to view adhoc utility request 

status?

3. System will show the details of the 

request and the request status:    

• Draft – request is pending for 

tenant submission

• Pending Execution – request is 

being worked on

• Closed – request has been 

resolved. 

• Cancelled – request has been 

cancelled by tenant

Adhoc Utility Request 

- View adhoc utility 

request status

Adhoc Utility Request
1. How to view adhoc utility request status?
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Adhoc Utility Request

Request status



3. How to cancel ad hoc aircon 

extension?
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Adhoc Utility Request

Adhoc Utility Cancellation module allows 

user to cancel ad hoc aricon extension

Note: Only user with Tenant User 

Administrator and Tenant Adhoc Utility 

Requestor role has access to this function

❖ How to cancel ad hoc aircon 

extension?

1. Navigate to ‘Adhoc Utility 

Cancellation’ on the left panel

2. Click          to create new ad hoc 

utility cancellation

Adhoc Utility Request 

- Cancel Ad Hoc Aircon 

Extension

Adhoc Utility Request
3. How to cancel ad hoc aircon extension?
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Adhoc Utility Cancellation

+

Click ‘+’ to create 

new request



Adhoc Utility Request

❖ How to cancel ad hoc aircon 

extension?

3. Click ‘Select’ button

4. Choose the applicable request and 

click ‘Select’ to confirm the selection

Adhoc Utility Request 

- Cancel Ad Hoc Aircon 

Extension

Adhoc Utility Request
3. How to cancel ad hoc aircon extension?
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Adhoc Utility Cancellation

Click ‘Select’ button

Choose the applicable request Click ‘Select’ to 

confirm the request 

selection



Adhoc Utility Request

❖ How to cancel ad hoc aircon 

extension?

5. System will prompt the list of 

extensions within the selected ad 

hoc utility request

6. For past date extensions, the item 

will not be cancellable and showed 

as ‘No’ under ‘Cancellable?’

7. Tick the desired extensions to be 

cancelled.  Once done,  click 

‘Submit’ to complete the adhoc utility 

cancellation process

Adhoc Utility Request 

- Cancel Ad Hoc Aircon 

Extension

Adhoc Utility Request
3. How to cancel ad hoc aircon extension?
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Adhoc Utility Cancellation

Click ‘Submit’ to confirm 

the cancellation

Past date 

extensions 

will not be 

cancellable

Tick the desired extensions 

to be cancelled



Adhoc Utility Request

❖ How to cancel ad hoc aircon 

extension?

8. An Adhoc Utility Cancellation 

Number will be accorded to the 

Cancellation request

9. The selected extension will also be 

indicated as ‘Cancelled’

Adhoc Utility Request 

- Cancel Ad Hoc Aircon 

Extension

Adhoc Utility Request
3. How to cancel ad hoc aircon extension?
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Adhoc Utility Cancellation

Adhoc Utility Cancellation 

number generated.

The selected extension 

indicated as ‘Cancelled’



Self-Assessment 

Checklist



Check In!
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Self-Assessment Checklist

From this guide, we were able to:

01 Submit request for ad hoc aircon extension

02 View adhoc utility request status

03 Cancel ad hoc aircon extension



27

If you need further assistance, please

access our Simplicity Tenant Portal Info Centre

or 

contact our friendly support at tenantportal.helpdesk@capitaland.com 

https://capitalandprd.simplicity.anacle.com/tenantportalguide/
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