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PX# 2-7622
Phone: 561-688-7622



You should see this log-in screen open 
in your browser window.

Enter your district logon, then enter 
your district password.

Logging in to the system
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Launch When the new page opens, type in this address:
http://triprodas:8001/login 



Leasing Coordinator view
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After the leasing coordinator has entered all required information  
into the system, the lease will be Submitted to the Principal for 
Approval.  The Principal gets a notification via email indicating 
that there is a lease to be reviewed and approved. At that point, 
the Principal can log into Tririga (at his/her computer) and begin.



Principal’s Portal Page
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This is called 
the Principal’s 

Portal Page.
The Principal 
will approve 

leases by 
clicking on 

Action Items.



Principal’s Portal Page
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Principal Portal –Action Item
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An action item is always paired with a notification… however, a notification does 
not have to be paired with an action item. For example, a user may get a 
notification that a payment is due or that a required document is expiring, but 
neither of these notifications has an associated action item.

Let’s double-click on “Required Review” (red arrow) and see what that is…
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The red type (above) explains the action item and who it is from. 
To see the associated record, click on “Source Record Link” and the 
contract opens up in a new page. Under Approval Details, you can 
see who it was submitted by and who it is assigned to.

Principal Action Item pop-up window
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In this sample lease, you can see the Lease ID #, the event 
name, event description, lessee name and type, which required 
documents are on file and the reservations, locations and costs.

Source record link to Lease



Lease #1: Lease can be approved
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If the Principal has reviewed the lease and determined that it is ready to be 
approved, the Principal clicks on “Approve” and a small “Approve” window 
opens (above). To approve with comment, type a comment in the “Review 
Comment” box, then click “Continue.” To approve without comment, simply 
click “Continue.” The lease moves on to Real Estate Services for processing.



Lease #2: Missing Liability Insurance
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The Principal reviews the lease and sees that there is no document 
attached to the Lessee Company record. Since Liability Insurance is 
missing, the Principal will RETURN the lease to the leasing 
coordinator so that the document can be uploaded to the system.



Return lease to coordinator
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The Principal selects “Return” and the Return window opens 
up. The Principal can then enter the comment regarding why 
the lease is being returned. In this case, when the Principal 
reviewed the lease, the insurance was missing.



Setting up the “Quick Add”link
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Before we look at Notifications and Action 
Items, we need to add 1 Quick Add link.
Double click on “Add”



Setting up your “Quick Add” links
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When you double click on “Add” in 
your Quick Add section and you’ll see 
a menu called “My Favorite Business 
Objects” open up. 

Scroll down to the “triMaintenance” 
section and put a check mark in front 
of School Principal Manager. Scroll 
down some more and then click “OK”



School Principal Manager –1st tab

“All School Leases” 
= leases created by all staff who have log in rights.
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School Principal Manager –2nd tab
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“Lessee Companies”
= all Lessee Company information in system entered by 
school staff at school centers throughout the District.
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