
Share FacilitiesShare Facilities

1) Click on 1) Click on ““ShareShare””



Share FacilitiesShare Facilities

2) Select 2) Select ““City of HoustonCity of Houston--HOUSTONGREENOFFICECHALLENGEHOUSTONGREENOFFICECHALLENGE””

3) Click 3) Click ““ADD AND MODIFYADD AND MODIFY””



Share FacilitiesShare Facilities

4) Select 4) Select ““Read OnlyRead Only””

5) Select 5) Select ““NoNo”” to all Optional Rightsto all Optional Rights

6) Click 6) Click ““ContinueContinue””



Share FacilitiesShare Facilities

7) Select the property or properties that you will 7) Select the property or properties that you will ““shareshare”” in the in the 
Houston Green Office ChallengeHouston Green Office Challenge

8) Click 8) Click ““ContinueContinue””



Share FacilitiesShare Facilities

9) Review and confirm that all details are correct9) Review and confirm that all details are correct

10) Click 10) Click ““SaveSave””



Share FacilitiesShare Facilities

11) Click 11) Click ““ReturnReturn””

12) Once the Master Account accepts your portfolio, you will rec12) Once the Master Account accepts your portfolio, you will receive eive 
2 confirmation e2 confirmation e--mails: mails: 

•• ““Confirmation of Facility Access ChangesConfirmation of Facility Access Changes””

•• ““Shared Facilities AcceptedShared Facilities Accepted””
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