
PANORAMIC BERKELEY FAQ 
 

 

1. How to submit a maintenance request through the Resident Portal 

2. A tamper valve is turned, or water flow is detected in error. How do I correct this? 

3. A sprinkler is activated and flowing, how do I turn it off? 

4. How do I shut off the Fire Alarm system in the building? 

5. Water is leaking in an apartment, how do I turn off the water valve to stop it? 

6. The trash chute is clogged and overflowing, how do I fix it? 

7. An intruder has entered the building, and I have encountered them. What do I do? 

8. Homeless encampment on the property, how do I report it? 

9. A resident moved in and cannot figure out how to open the apartment door. 

10. A resident is locked out of the building and their apartment. 

11. A member is found smoking in a common area or other building area, how do I address them? 

12. What should I do if I see packages outside the Luxor lockers? 

13. There is an issue with the washing/dryer machines. How do I report it? 

14. Internet installation Instructions 

15. Quick Start Guide 
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1) How to submit a maintenance request through the Resident Portal 

 

Examples of maintenance requests: 

A. Building emergencies and maintenance related requests 
B. Water leaks in common areas or apartment 
C. Property damage, such as broken windows, doors, walls, etc. 
D. Spills and cleaning issues that need to be addressed urgently 
E. Overflowing trash receptacles 
F. Resident and neighbor complaints 
G. Noise complaints and disturbances 
H. Lockouts and lost keys for residents 
I. Elevator malfunctions 
J. Follow up Reports 

OPENING A MAINTENANCE REQUEST: 

1. Go to panoramicberkeley.com and find the ‘Residents’ tab 
2. Log-in to your Resident Portal. **use the email that was provided when leasing** 
3. Click on ‘Submit Work Order’ to the right of the screen 
4. Fill out the information and submit the maintenance request 
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2) A tamper valve is turned, or water flow is detected in error. How do 
I correct this? 

If there is a fire in the building, EVACUATE. The fire department will be called automatically. 

FALSE ALARMS: 

1. LOCATION: Find the location of the floor and stairwell by viewing the annunciator in the 
lobby. 

2. EQUIPMENT: Wire Cutters – to cut the chain attached to the valve’s handle. 
3. STAFF: 1-2 people required 

*****(Insert photo of valve with instructions)***** 

TURNING OFF THE TAMPER VALVE: 

1. Go to the stairwell where the valve is flowing.  
2. Using the wire cutters, cut off the chain and turn the valve clockwise until yellow paddle 

is aligned vertically in the center. 

ONCE THE VALVE HAS BEEN CLOSED: 

The alarm light on the ‘Notifier’ should change from Red to Green. 

*****(Insert photo of notifiers with red light and green light)***** 

REPORTING AND FOLLOW UP: 

Open a work order to report the issue to Management 
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3) A sprinkler is activated and flowing, how do I turn it off? 

If there is a fire in the building, EVACUATE. The fire department will be called automatically. 

FALSE ALARMS: 

1. LOCATION: Find the location of the floor and stairwell by viewing the annunciator in the 
lobby. 

2. EQUIPMENT: Wire Cutters – to cut the chain attached to the valve’s handle. 
3. STAFF: 1-2 people required 

****(Insert photo of standpipe in stairwell)**** 

TURNING OFF SPRINKLER: 

1. Check the annunciator in the lobby to locate which sprinkler is flowing and the floor where it is 
located. Standpipes are located in the stairwells, on the same floor as the sprinkler.  

2. Go to the stairwell where the standpipe is. Using the wire cutters, cut off the chain and turn the 
valve counterclockwise until yellow paddle is aligned horizontally and water stops discharging. 

****(Insert photo of fire alarm annunciator near main entrance)**** 

****(Insert photo of standpipe inside stairwell)**** 
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4) How do I shut off a false alarm and resetting the Fire Alarm system 
in the building? 

If there is a fire in the building, EVACUATE. The fire department will be called automatically. 

1. LOCATION: Find the Fire Alarm Control Room in Garage 
2. EQUIPMENT: Key to access the Fire Alarm Control Room 
3. STAFF: 1 person 

HOW TO SHUT OFF A FALSE ALARM: 

1. Go to the fire alarm panel on the left hand side of the Fire Alarm Control Room 
2. Open the case and check the notification on the panel 
3. If notification is not related to an actual fire or emergency, the proceed 
4. Press ‘ACK’ to acknowledge the fire alarm 
5. Press ‘SILENCE ALARM’ to turn off the alarm audibles 
6. Press ‘RESET’ to return the alarm back to normal mode 

a. Only reset the alarm if instructed by management or Fire Department 

****(Insert photo of panel and add graphics highlighting the buttons of the panel)**** 
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5) Water is leaking in an apartment, how do I turn off the water valve 
to stop it? 

1. LOCATION: Find the Fire Alarm Control Room in Garage 
2. EQUIPMENT: Key to access the Fire Alarm Control Room 
3. STAFF: 1 person 

TURNING OFF THE WATER VALVE INSIDE APARTMENT: 

1. Locate the source of the water leak: 
a. Check the kitchen and bathroom where there are water connections 
b. Inspect the sink, dishwasher, refrigerator, shower, and/or toilet 

2. If the water leak is in the kitchen: 
a. locate the valves under the sink and turn clockwise 
b. Open the faucet to check if the water turned off 

3. If the water leak is in the bathroom: 
a. Confirm whether the leak is in the sink, toilet, or shower 
b. Sink: Locate the valves under the sink and turn clockwise 
c. Toilet: Locate the valve behind the sink on the wall 
d. Shower: Open the hatch in the ceiling above the shower, locate the shutoff valve 

and turn clockwise 

****(Insert photo of valves and add graphics highlighting the valves and directional 
arrows)**** 


