
FAC IL ITY  MANAGEMENT

The whole workflow,
end to end
How your team runs a home or a building in Mizo: a job from the first call to the

money in the bank, maintenance contracts, complaints, service charges,

facilities, access and the portal your customers use.

For the coordinator, the supervisor, accounts and the manager
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WHAT  YOU  W ILL  RUN

Four kinds of work, one place
Put the work in the right track at the start and nothing has to be moved later.

Service jobs: the whole day in four counts.

Service jobs — any paid work, for anybody, at any address:

quote, visit, invoice.

Service plans — maintenance contracts that raise their own

visits and their own invoices.

Complaints — somebody unhappy, with a deadline, linked to

the fix.

Buildings — service charges, facilities, access and parking for

a whole tower or community.
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HOW  IT  L INKS

Five ways work arrives, one way it is finished
Whichever way the work comes in, it becomes one job with one reference — and it is

paid the way it was agreed before anybody started.

Work arrives

Resident portal
Owners, tenants, customers

Your request page
mizo.co/services/your-name

Phone, WhatsApp, walk-in
Entered by your team

Maintenance plan
Next visit, a few days ahead

Complaint
Deadline from its priority

One job, one list

Service job
JB-00022 · one reference, start to finish

1  Quoted, line by line

2  Accepted — portal or phone

3  Scheduled: date, time, who goes

4  Done, with photos and what was done

5  Billed the way it was agreed

Complaints and plan visits keep their link

to the job that answers them.

How it is paid

Invoice the customer
Draft, checked by accounts

From the owner's funds
Shows on their statement

Covered by the plan
Billed on the plan's own cycle

Buildings you run as a whole

Budget for the year
By category, approved once

Split per unit
By area, or equally

Bill each instalment
One invoice per owner

If unpaid: a warning, then a hold
Facility bookings, shared doors, car access — never their own home

Invoicing
Drafts, checked before they go

Payments
Paid, matched, receipted

Accounting and VAT
The books, with no re-typing
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YOUR  DAY

Four screens, every morning

Click any count to see only those jobs.

Service jobs — new requests, quotes waiting for an answer,

today's visits, work to invoice.

Complaints — anything past its deadline, first.

Calendar — who is arriving and leaving, and work past its due

date.

Arrears — rent due and not received, and what falls due in 30

days.
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STEP  1  OF  6

The work arrives
A job starts in one of five ways, and the job records which.

Your request page.

The same page on a laptop.

The customer asks in their portal

Your own request page, at your own address

A phone call, WhatsApp or a walk-in, entered by your team

A maintenance contract raising its next visit

A complaint, raising the job that fixes it
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STEP  2  OF  6

Quote it, line by line
Price the work in lines — what, how many, unit price — and tax comes from your

settings. Sending the quote e-mails the customer the total and a sign-in link to their

portal.

The quote on a job, with the place to record a yes given by phone.

Save the lines, set a valid-until date, send

Revise and re-send as often as you need

No e-mail address? Ring them and record their answer
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STEP  3  OF  6

They answer, and it is on record
The customer accepts or declines on their phone. An answer given on the phone is

recorded in their words, by the person who took the call.

What the customer sees: the amount, and one button.

Only the customer can accept in the portal

A quote past its date cannot be accepted — send a revised one

A declined quote keeps the reason
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STEP  4  OF  6

Book the visit and the person
Set the date and time, and say who is going: your own technician by name, or a

contractor from your contacts.

Scheduled jobs, soonest visit first.

The job joins today's list and the calendar

Technicians need no login — the office books and closes the

job

Moving a visit keeps the history
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STEP  5  OF  6

Do the work, record what happened
Started when the technician arrives; Done when the work is finished — with what was

actually done, and the before-and-after photos.

A complaint keeps its deadline until the fix is done.

The resolution is what the customer reads

Photos and documents stay on the job

Parts and extra work go on the job, not in a notebook
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STEP  6  OF  6

Bill it the way it was agreed
Who pays was decided when the job was created, so nobody argues about it at the

end.

Everything charged lands in Invoicing, with VAT and e-invoicing as everywhere else.

Customer — a draft invoice your accounts check and send

From the owner's funds — straight onto the owner's account

Covered by the plan — billed on the plan's own cycle

Us — goodwill or warranty work, recorded, not billed
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CONTRACTS  THAT  REPEAT

Maintenance contracts nobody has to remember
Set the plan up once: what is covered, how often you visit, the price and how often

you bill it.

A plan carries two clocks: the next visit, and the next invoice.

Each visit becomes a scheduled job a few days ahead

Each period raises its invoice on its own cycle

Pause it while the customer travels; end it when it is over

The service contract is drafted from the plan and signed by e-

mail
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COMPLA INTS

A deadline, and the fix linked to it
The priority sets the deadline — 4 hours urgent, 24 high, 72 normal, 168 low, or your

own numbers.

Open, overdue and resolved in the last seven days.

Raise the job or work order from inside the complaint

Anything past its deadline is marked Overdue

Resolution, then closed — with the whole history kept
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OWNERS

Properties you manage, and the owner's money
For homes you manage, one running account per owner: what you collected, what you

spent, your fee, what you paid out. The balance is worked out from the lines, never

typed in.

The owner sees the same statement in their portal.

Rent, stays and other income in; maintenance, utilities and fees

out

The monthly management fee charged across every property

in one go

A statement as a PDF, by WhatsApp or e-mail

A payout only when there is a balance, and only by the people

you allow
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BU ILD INGS

Service charges, from budget to paid
The year starts with a budget and ends with every unit billed.

One line per unit per instalment, each tied to its invoice.

Budget by category — cleaning, security, MEP, lifts, fire safety,

reserve fund

Split by unit area or equally; a missing size stops the split

rather than guessing

Bill each instalment: one invoice per owner

Paying the invoice marks the bill paid
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BU ILD INGS

When charges go unpaid: firm and fair
Set it once per building, and it runs the same way for everybody.

Grace days, warning days, and three switches — all off until you turn them on.

Days of grace after the due date, and a warning before

anything happens

Then a hold on what you choose: facility bookings, shared

doors, car access

Never their own front door, never their home

Paid, and the hold lifts by itself
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BU ILD INGS

Facilities and memberships
Pool, gym, BBQ area, hall, courts: hours, slot length, capacity, and how far ahead

people may book.

Live availability by slot.
Members, suspensions and plans on offer.

Residents book themselves; the desk books for whoever rings

Memberships for outsiders, with a registration fee and a renewing

price

Renewals invoice themselves a week before the period ends

Fees overdue: suspended after fourteen days, back when paid

Patent pending mizo.co · Facility management workflow 16



ACCESS

Doors, barriers and who may come through
The doors and barriers decide on their own and keep working with the internet down.

Mizo keeps their lists right and logs every entry.

Yesterday in four numbers.
People, cars and bays, per building.

Everyone in a unit, with the dates their access is valid

Faces and fingerprints are enrolled on the terminal and never

leave it

Cars by plate, against a parking bay

End a tenancy and the access ends with it
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ACCESS

Visitors, and the guard desk
Residents create a visitor pass in the portal: a six-digit code for a time window, with a

car plate if they want.

The guard desk: check a code, open a door, see who is expected.

The desk can check a code and open a door remotely

Every entry — allowed, refused or unknown — is logged

Watch the failed-updates count: a terminal that has not taken

its list will not let the new tenant in
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LETT INGS  AND  CONTRACTS

Listings, leads and signatures
A unit to let or sell gets its own public page; enquiries become leads with a next step.

Contracts are drafted from the property, plan or tenancy, signed by e-mail, and

watched for their end date.

Listings and the leads they bring. Contracts, watched for their end date.

New → Contacted → Viewing → Offer → Won or Lost

Letting one leads straight into the tenancy

Drafts, out for signature, signed, expiring — all on one screen
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YOUR  CUSTOMERS

One portal: owners, tenants and customers
No app to install. They sign in with a link you send, from any phone.

My home. Booking the pool by the slot.

Answer a quote, ask for work, watch it happen

Service charges, invoices and statements

Book a facility, join a membership, create a visitor pass

Raise a complaint, and watch their own cameras if you allow it
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YOUR  TEAM

Who can do what
Three levels on Facility Management, set per person under Settings → Users.

View — sees everything, changes nothing. A guard, an assistant.

Edit — the day-to-day: jobs, complaints, quotes, visits, bookings, people and cars.

Approve — the money: owner payouts, the monthly fee, service-charge budgets and the

module's settings.

Most of the team gets Edit. Keep Approve for the manager and accounts.
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START ING  FROM  HERE

Your first week
The order we take every new facility-management company through.

Day 1 — settings, your request page, buildings, first

properties and owners

Day 2 — your live maintenance contracts as service plans,

started

Day 3 — every open job entered at the stage it is really at;

the notebook stops

Day 4 — three friendly owners and a tenant invited to the

portal

Day 5 — facilities, doors, barriers, people and cars

End of month — fee charged, statements sent, owners

paid, Performance read
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FAC IL ITY  MANAGEMENT

Everything is written down for you
The workflow, mapped — mizo.co/facility-management/

The working manual — mizo.co/manual/facility-management/

Support — support@mizo.co · Plans — sales@mizo.co

Training for your team — training@mizo.co · WhatsApp +971 55 854 9689

Need something Mizo does not do yet? Tell the assistant on mizo.co — it writes the

requirements with you and sends them to our developers.
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