EX I E Rl I Y SiteFotos Work Order Instructions

SiteFotos Mobile App Work Order Instructions

IMPORTANT
v" To receive payment, all work orders must be completed in the correct SiteFotos work order form on
the same day service is performed.
v Taking pictures in the app without completing the work order form is not valid proof of service and
may delay payment.
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REQUIRED STEPS S
1. Open the Correct Work Order
e Open the SiteFotos app onsite
e Select the correct location
e Open the work order with the correct Work
Order Number and/or Dispatch Number
e Do NOT use the camera-mode only, because
camera mode does not attach your photos to
the work order to confirm completion
e Do NOT complete work outside the work order
form

o

Cleary Lake Regional P...

Sites MidAL - Landscaping -
Mulching (14241) -

MidAL - Landscaping -
Tree-Shrub Removal

(14242)e 833721
-1055 i andscaping -
Removal
( - 833720

Cleary Lake Regio... 0
L/

e The work order will not be visible in the app

unless you are within several miles of the o iz @ - iz @
jobsite.
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Cleary Lake Regional Park

< Back pigalL - Landscaping -...
* Work Orders

2. Check In Before Starting Work
e Onceonthejob site, press "Check In" before work begins
¢ You must be physically onsite to check in

FIT Dispatch Summary
Client: Mid Atlantic Lubes
Location: Cleary Lake Regional

H H H Park #TEST1234
e The checkinrecords your arrival time Address: 18106 Texas Ave,
o |f expected work orders are not showing in your app, contact Exterity 5\' o
via the email at the bottom of the second page of this document. R
0

] View Check in
Dispatcn 3, cneauied
Work Cre Assigned

NTE: 150
Work Requested: 3 thorn

bushes by front door need to
be removed including stump
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3. Complete the Service and other Client Forms

Select all services completed during your visit. 4067 pIE=
. . Cleary Lake Regional Park
Examples but not limited to: <Back yiaL - Landscaping -...
. bushes by front door need to
v Mow/Trim

e removed including stump

v Pruni ng * Tree/Shrub Removal

v Tree or Shrub Removal hoto Verification

Before Photos (C

* After Photos (6
pics minimum)

If there is more than one work order at the site, each work order must be
opened, completed, signed, checked out, and submitted separately. If the work
order form includes safety checklists, inspections, site conditions, or other
required information, complete those sections before submitting the work
order. Client work order forms may vary based on customer requirements.
Complete all required sections of the form provided for that client.
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4. Take Required Photos
Required:
e Minimum 6 photos after services are complete
o Photos must clearly show completed work
e Photos and the completed form must be submitted onsite on the same
day service is performed
Optional: Before photos, valuable if damage or issues are present <
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Cleary Lake Regional P...

Poor quality, blurry, dark, orincomplete photos may delay payment. MidAL - Landscaping -

Mulching (14241) -
833719

5. Sigh and Check Out
Before leaving the property:

MidAL - Landscaping -
« Tree-Shrub Removal
(14242) - 833721

e Add your signature & press "Check Out" B MidAL - Landscaping -
. . hrub |
e Confirm the work order shows as completed. In SiteFotos, completed L'j;ﬂf‘z,'?sg‘;;“z“(,“”‘

orders show an orange check mark.
e Do NOT leave the site without checking out.
Work orders left checked in or submitted late may delay payment.

Common Mistakes That Delay Payment

e Taking pictures without opening the work order form el
e Forgetting to check out

e Uploading fewer than 6 after photos

e Completing forms days later instead of onsite

e Uploading unclear orincomplete photos

e Selecting the wrong work order

If the app is not working, take photos of the work and contact Exterity at:
ClientSuccess@TrustExterity.com

Include the site name, work order number, dispatch number, service date, and photos.
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