
Your Key to Managing Deliveries.

OneSite® Concierge
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 OneSiteOneSite CONCIERGE

Leasing personnel, concierges, and other staff members at apartment communities often 
assume the role of temporary custodian of items belonging to residents such as over-sized 
packages, laundry, pets, etc. As a result, property personnel must leave a message or delivery 
notice for the resident. 

These same personnel must also monitor and track visitors and guests to properties as well 
as record the authorization frequencies that guests may visit, check in, and pick up keys to 
residences.

OneSite® Concierge provides a powerful tool that enables properties to manage deliveries to and 
from residents, monitor guest visitations, and track which keys are out and which keys should 
be on hand.

Efficient Delivery Management
Concierge enables site personnel to more effectively manage deliveries and pick-ups. It 
provides a direct interface for entering and updating delivery notices and records the number 
of delivered items, the time received and picked up, the number of days on hand, and any 
associated comments. It even stores all signatures electronically, improving accountability and 
limiting unauthorized access to the residence.

Properties manage deliveries more 
efficiently by using the resident and 
outside party pick-up features.
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When a delivery is received, residents are automatically notified via e-mails containing 
pertinent delivery information. Personnel create delivery notices for residents to pick up a 
letter from the office, or to please “come to the office” to speak about any important issues. 
At times, residents leave an item at the front desk to be picked up by a delivery service. 
Concierge helps staff quickly determine which items should be on hand, the type of delivery 
(dry cleaning, floral, etc.), and the location of these items.

Concierge automatically generates 
e-mail notices with pertinent delivery 
information.

Additionally, properties may choose to notify residents of deliveries and property messages 
using a centrally located LCD screen or message board. The delivery message board displays 
the building, unit number, the number of items being held for the resident, and the location 
where the delivered items can be picked up. A scrolling marquee is available at the bottom of 
the screen to notify residents of news events or important messages.
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Guest Registration and Key Authorization
The guest registration feature uses a straightforward interface to record guest and key 
authorizations and the frequencies guests may visit, check in, and pick up keys to residences. 
All check-ins, key pickups, and electronic signatures are recorded in the guest activity record

Concierge provides a straightforward 
interface for checking in guests and 
visitors.

Properties may choose to notify 
residents of deliveries using an LCD 
screen or message board.
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The key authorization feature simplifies auditing the key lock box, allowing personnel to quickly 
determine which keys are out and which keys should be on hand. A history of key check-in 
and check-out events is kept in case of discrepancies. An Alerts feature may be used to notify 
the client that a visitor is no longer authorized or to indicate that a lockout fee should be 
charged. Delivery, guest, and key data are available to the client through Instant Web Services 
and reports on these activities over a time period completes the system.

Concierge provides a bulk key pick up 
interface when employees or outside 
contractors need access to several units 
over a specified period of time.
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Located in Carrollton, Texas, RealPage provides products and services to more than 20,000 apartment 
communities across the United States. Its six on-demand product lines include OneSite® property management 
systems that automate the leasing, renting, management and accounting of conventional, affordable, and student 
living properties; CrossFire® sales and marketing systems that automate and enhance the process of capturing 
and closing leads; YieldStar® asset optimization systems that maximize asset valuation and investment return 
through revenue management and market intelligence; Velocity™ utility and billing services that help accelerate 
payments for resident charges; LeasingDesk® risk mitigation systems that reduce a community’s exposure to risk 
and liability; and OpsTechnology™ spend management systems that manage and reduce operating expenses. For 
more information, please call 1-87-REALPAGE or visit www.realpage.com.


