
HOW TO REPORT A MAINTENANCE ISSUE ONLINE 

 
1. If you have not already registered, then you need to set-up a new account. You 

will need an e-mail address to do this. Click on the relevant link on the CXG 

Property Services website www.cxgproperty.co.uk to get started. 
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On this page, you need to enter your full name, your e-mail address and a password of your 

choice. This is the only information that you will need to provide to sign up to CXG’s 

maintenance helpdesk. It is very quick and simple. 

 

Once you click submit, your account will be set-up. Within two minutes of this, you should 

receive an e-mail confirming that your account has been set-up. Click on the link that is in 

the e-mail, and this will verify your account, and you will then be automatically logged in to 

our helpdesk. 

 

On the homepage, there may be some notices to tenants. This could be about anything – it 

could be offers to tenants, notices about rent, properties available, anything. There will be 

some notices that will be for a specific person, or some that anyone who logs into the site 

can see. 

 

 

 

http://www.cxgproperty.co.uk/


Below, see the homepage layout. This is the first page you will see when you log in. 

 

 
 

2. From here, you can submit a maintenance issue. To do this, click on ‘SUBMIT A 

REQUEST’ in the toolbar along the top of the site. When you click here, the 

following page appears. 

 

 
 

In the subject box, write in the issue. This could be ‘Heating is not working’, for example. In 

the description box, write any details about the situation that you can to help us establish 

what is wrong and solve the problem as quickly as possible. In the attachments box, attach 

any photos that you may have that help to explain and show us what the problem is.  

 

Remember, the more details we have, the quicker we can establish the problem, and the 

quicker we can solve the problem. 



3. Once you have entered all details of the fault, click Submit. This will then send an 

e-mail report of the problem to our maintenance team. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. After you click Submit, you will be taken to a list of all your open requests. This list 

shows all maintenance issues currently being dealt with that you have submitted. 

 

 
 

 

 

 

 

 

 



 

5. By clicking on ‘View request history’, you can add any comments to the request, 

and check the status of it, including any comments we may have added. 

 

 
 

6. You will also see in the bottom corner of the screen, there is a tick box. If you have 

solved the issue yourself, then tick this box to let us know that it is no longer a 

problem.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will now see that we have added a comment to this issue that a plumber will be going 

to re-light the pilot in the boiler. You will also see to the right hand side who has been 

assigned to the problem, and what the priority level of the issue has been set at. 



You will receive e-mails every time the status of the issue is changed or a comment is added 

to the issue, just so that you are aware of changes and you do not have to keep logging in 

to the site. 

 

Once a contractor has been sent to the site of the problem, they will report back to us. We 

can then establish whether further works are needed, or the problem has been solved. If 

the problem is solved, we will then update this on the site, and it will disappear from the 

unsolved list. 


