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report an issue with the Facility/Building or provide 
compliment for a vendor or staff
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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.

Overview of Simplicity® Tenant Portal
Introduction
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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
Introduction
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From this guide, we should be able to:

Objectives
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Introduction

01 Submit new ticket

02 View ticket status



Ticket



1. How to submit new ticket?
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Ticket

Ticket module allows user to submit 
service ticket on an incident, report an 
issue with the Facility/Building or provide 
compliment for a vendor or staff.

Note: Only user with Tenant User 
Administrator and Tenant Ticket User role 
have access to this function

❖ How to submit new ticket?
1. Navigate to ‘Ticket’ on the left panel

2.  Click to create new ticket

Ticket
- Submit New Ticket

Ticket
1. How to submit new ticket?

+
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Click on ‘+’to 
create new ticket

Ticket



Ticket

❖ How to submit new ticket?
3. Select the applicable ticket type

4. Enter the details and complete the 
mandatory info required (marked 
with *):
• Name
• Title (short description) of the

ticket
• Problem Description

5. Priority will be auto populated by
the system once the ticket type is
selected.

Ticket
1. How to submit new ticket?

Select the applicable ticket type
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Will be auto populated. 

Ticket
- Submit New Ticket
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Ticket

❖ How to submit new ticket?
6. Tick to tag the applicable lease unit

7. Once done, click ‘Submit to 
Helpdesk’ button to complete the 
new ticket submission process
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Ticket
1. How to submit new ticket?

Finally, click, ‘Submit to Helpdesk
button to submit the ticket

Tick the applicable lease unit

Ticket
- Submit New Ticket

Ticket



Ticket

❖ How to submit new ticket? 
Following lists the applicable ticket 
types, for your reference.

Please note that the list is not 
exhaustive as there may be change from 
time to time.
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Ticket
1. How to submit new ticket?

Problem Category Problem Nature

Air Conditioning No Aircon/Aircon Breakdown

Building Faulty Wall/Window/Floor/Etc.

Car Park - Others Any Other Carpark Matters

Electrical & Lighting Faulty Power Supply

General Enquiries O&M General Enquiries

Housekeeping Cleanliness

Lift Services Lift Faults

Sanitary & Plumbing Chokage

Sanitary & Plumbing Flushing Not Working

Sanitary & Plumbing No Water Supply

Sanitary & Plumbing Pipe Leakage/Dislodged

Sanitary & Plumbing Tank Leakage/Dislodged

Applicable Ticket Types is a combination of the Problem Category > Problem Nature
Ticket
- Submit New Ticket



Ticket

❖ How to submit new ticket? 
Following lists the applicable ticket 
types, for your reference.

Please note that the list is not 
exhaustive as there may be change from 
time to time.
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Ticket
1. How to submit new ticket?

Problem Category Problem Nature

Security Card Access System

Security Security Guards

Transport Services Shuttle Bus Services

Tenant Request General Request

Fire Protection Fire Alarm Activated

Building Pollution

Safety Hazard Safety

Applicable Ticket Types is a combination of the Problem Category > Problem Nature
Ticket
- Submit New Ticket



2. How to view ticket status?
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Ticket

Ticket module allows user to submit 
service ticket on an incident, report an 
issue with the Facility/Building or provide 
compliment for a vendor or staff.

Note: Only user with Tenant User 
Administrator and Tenant Ticket User role 
have access to this function

❖ How to view ticket status?
1. Navigate to ‘Ticket’ on the left panel

2.  Click next to the desired ticket 
to display

Ticket
- View Ticket Status

Ticket
2. How to view ticket status?

Ticket

Click view to display the ticket
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Ticket

❖ How to view ticket status?
3. System will show the details of the 

ticket and the ticket status:
• Pending Helpdesk – ticket is 

received and pending helpdesk 
to review and assign

• Pending Execution – ticket is
being worked on

• Closed – ticket has been 
resolved. Tenant may receive 
email to input rating for the ticket

Ticket
- View Ticket Status

Ticket
2. How to view ticket status?

Ticket

Ticket status
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Self-Assessment 
Checklist



Check In!
Self-Assessment Checklist

From this guide, we were able to:

01 Submit new ticket

02 View ticket status
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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/
mailto:tenantportal.helpdesk@capitaland.com
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