iTeam - Employee User Instructions

Mobile Device Settings

a. The recommended web browser for the iTeam application is Google Chrome. If not
available, please download for free to your device

b. The mobile device is required to have Both Internet Connectivity and GPS capability,
and make sure they are both enabled

c. The “Private Browsing” feature (which prevents cookies to be saved) needs to be
disabled; otherwise the clock in/out process will not be successful. Since every
mobile device has a different way of allowing the user the modify its settings, as a
general rule, the “Private Browsing” or “Allow Cookies” settings can be found under
the Browser (local or Chrome) Settings menu.

d. Consider saving the web address http://iteam.thecleaningauthority.com
as a “bookmark” or “favorite” to enable quick access to the site in the future

Login

1. Open your device’s web browser and go to http://iteam.thecleaningauthority.com.

2. The iTeam login page is going to be displayed
Please sign in

GPS Test Page | Tuterial

3. Type in your User Name and Password. If you don’t have this information already, it will
be given to you by your Office Manager/Owner.
4. Select the “Sign In” button.
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Messaging
Team Voice Message:

If at any time, the Team gets a Voice Mail message (or occasionally multiple Voice
messages), all Customer and Clean information initially shown on the mobile device will
be replaced by “voice message panel” (see below). Select the “Play” icon to listen to the

message.

Jennifer (ND) Mckinlay - Team 2

(™

Maszage 1

Mzzzace 2

Only after listening to the entire message (all messages), the “Continue” button will
become enabled, and you can proceed with the “Begin Clean”/Clock In or “Complete
Clean”/Clock out process.

iTeam Note Message:

In addition to the Voice message, the office can also post an iTeam Note for your team.
This will be displayed for you in the iTeam application, and you will not be able to
proceed with the clock in/clock out process until you read and select “Continue” when
the iTeam Note is displayed

Maria Alves CALL OFFICE LOGOFF
Team 13

Team Massages
This Is 8 TEST Mote

Friday, Agnl 22 2046 3:51°06 Fi

Contrue

Multiple iTeam Notes can be posted by the office for your team, though out the day, and
the new note will be displayed for you as soon as it is entered by the office. After reading,
select “Continue” again to proceed with the clock in/out process.
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Starting Out the day

It is recommended that you Login before you leave the office for your first house since you
are going to have to enter the “Starting Miles” information.

Once you are logged in, you will see:
e All Houses/Customers Names on your team for the day
¢ Job Ticket Rotation Slip Time for each customer
¢ Any Clean Notes associated with today’s cleans

e Any Team Voice message or iTeam Notes you may have

Start by following the steps below:
1. Enter the “Starting Miles” information

2. Select the “Driver” by checking the appropriate flag

3. Indicate if a “Company Car” is used by selecting the appropriate flag
4. Select the “Save” button to save the data entered

Kimberly Guthrio
Team 5

Starting Miles \ |

Ending Miles \ \
Employee Driver  Company Car n
Kimberty Guthre L

Michells Best

Time in:
Time Out:
Job Ticket Time: 1:26

Clgan Scheduled

Clocking In /Out homes during the day

1. When you arrive at the first House and clock in by selecting the “Begin Clean” button.
The “Time In” will be displayed and the clean status will change to “Clean in Process”

2. You can open the “Job Ticket” by selecting the link for the respective clean. The "Job

Ticket” will be displayed in a new window/tab and you can keep it open for your
reference as long as you are in the house

iTeam Application —-TCA Proprietary and Confidential @ 2016 Page 3



Trash Information :

Time In: 31T PM Payment Type: Credit Card v
Time Out: \ Check #: -
Job Ticket Time: 126 Payment ($):
Customer Note: Dust Vac Bath Kitch
Kimberly Guthria | E” £ o
Micheile Beall [ il
Additional Charge Amount:
Additional Charge Note:
Clean In Mocess
=N
Job Ticket Rotation Slip
Tuesday, April 26, 2016
Team:5 1.800.953.6243 Ordar1
Time Constraints : Anytime
Name: Leanne Account: 2259384 Price: $50.00
Street: Aspenwood Way Estimated Time : 2 People : 1.26
City, Postal Code : Jessup, 20794 3 People: 0:57
Phone : 443-400-0539 Mode of Entry: Key Alarm: No
Emergency : 443-400-8104 Frequency : BW
Entry Notes :
General Notes :
Payment Notes : Pays by Credit Card
Wood Furniture : Our products
Pet Information : None

Bags under sink - leave trash by front door

Area of Rotation 2

Clean Every Time:
Foyer
Living Room
Kitchen
Powder Room
Stairs
Halls
Master Bedroom
IMaster Bath
Hall Bedroom
Hall Bath

Never Clean:
Lot

Basement Living Area
Basement Bathroom

Map Directions :

Map: H20 Grid :

C5

Left on Robert Fulton, Straight on Snowden, Left on Oakiand Mills, Left on Guilford, Right on Volmerhausen, Right on
Castleford, Left on Aspenwood

3. Before you Clock out of the House, you will need to enter the following information:

a. Payment Information:

If the Customer always pays by Credit Card or eCheck, the “Payment

Type” field will display that information and you don’t need to enter any

additional payment information
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Prve i ERLLL Papmntt Typo ot Cannt

Turse Curt: Chwek & oo
S0 Tiswnt Tevw " Pagmace (51
Customer Nobw: Cust Wec Bath Kish
Karbarty Gatrow
Victels Sead

Adsmonel Clhurgs Amoust:
Aoeronsl Cracge Wote

|

e [f the Customer pays by Check, Cash, or did not leave a payment for the
clean, you will need to select the appropriate “Payment Type” from the
drop-down displayed

Wowsa 7 - Stoutter dob Teyey
T I 128 P Papment Type \
Trve Cut: Chwin @ =
Jab Tickst Time, un Paypmare (§:
ICun«nr Note: Dt Var  Bath  Kikeh
| Kiriaity Guthrw
Wtate Baat
ASStosel Chargs Aot
Agstonat Cnangs fote

o If “Check” is selected for “Payment Type”, you need to enter a check #
and the “Payment(S)” amount

Woase 7 - Ssoufte 22b Tishey
T I= 26PN Paymart Tyge: [Che ]
Tve Oyt Chack )
200 Niekat Nive (5 ) Papmert (3 20
Custormer Nzt Dusl  Var  Bem Kms \
l Wrrbecty Gurie
Michade Beall
AdZnora Crarge Arcosn

(SNt Ohms tebs:

e If the Customer pays by check by mails in the check, that will be indicated
next to the “Check #”
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Houso 4 - Powar Jube T

Tome I 337 9W Payment Typa: [Crech v
Tave Out; Chct 2 7 i
4ab Ticket Tire: (R Payment (3 e \
Cubisenar Mot Dusl  Vac Bath  wech
Tonvry Sartey
Victorts Zasayehy
AQSne Sharge Armowunt:
A0S0 Eharge Now:

Clasn m Pimsass

e |If “Cash” is selected as the “Payment Type”, you will ONLY need to enter
the payment amount in the “Payment ($)” field.

Houne 2 - Stostiur 2ob Tichst
Tine %26 P Payment Typal Jcmn 52
Time Cut: Check ¥ [—
Job Tichm! Time mn "!Mﬂk "m—
Contarmar Naote! Dest Vs  Bem  Ktow
[ Kimbarly Guttwie (]
Michuite Beat
Asdmonal Charge Amcant:  Co—
ALIONa! Chies 30 Note
Cawnpane Chean
b. Duties:
Select the appropriate flag for each employee who performed the respective
duty
i ame
Tirem b TATPM Paymen! Type: Comeit Qais v
Time Ot Chech #;
Jo Tickat Time 1126 Fayment (51 s

Fm'ltnh: Dust  Vac  Baby s

Wimoery Gumne ¥ 4 0 rl
Wichuln Beall o o = =
AdaItans! Chargs Amourn:

AOHUOON TRl g0 Nate \
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C.

Additional Data:

Enter a “Customer Note” if the customer had any comments about the
clean and/or wanted to send a message to the office

Enter an “Additional Charge Amount” if the customer asked you to
perform any additional cleaning that was not included in the “Job Ticket”
of the clean and for which additional pay is required

Enter an “Additional Charge Note” to explain what the “Additional Charge

Amount” was for

4. Proceed with the Clock Out by selecting the “Complete Clean” button
The status of the Clean will change to “Clean Complete”

House 1 - Stapl

Time =

Time Out
Jobh Tichst Tine:

31T PM Fayment Type
Chock &

Payment ($):

Croat Carg v

1:2¢ cc

N\

Cusemee wasis T mansger 1o cal 10 Stuss schadus

Customer Note: Dust Vac Bath Xach

Kimberty Guthrle ¥4 W

| Michalln Best s W
Additonat Charge Amoumnt [Qn

Mdmor-o Charge Note: \

Customear asked for changng sheots x

b Tickat

5. Drive to the next House and repeat Steps 1 through 4 described above

6.

If your office is tracking the lunch time break, make sure you are entering the “Lunch

Out” and the “Lunch Back” times, and select the “Save” button in order to save the

information entered

fammy Herley
Team 7

[
[

Oriver  Comparny Car

I:mbng Viles
nding Mises
Empioyee

Tommy Murtey

Lunch Out
Lunch Back

Victoria Zawoysky

Houss 1 -Butters (g

Time !
Time Qut:

Job Ticket Time: 49

Cluan Schaiiled

LOCOFF

Job Ticket
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Closing out the day

Upon returning to the office, you will need to:
1. Enter the “Ending Miles” data

2. Select the “Complete Day” button to indicate that all data pertaining to the all cleans

for the day has been entered in the iTeam application
3. Logoff the iTeam application

CaLLOrPCE

Starting Miks fzasr
Endng Wies Eum \
dnicria Dby, Gistapdil oz -~ =
Kiroerty Qurve . < \
Mknate Bamt
Houne 1« Staph
Teme I 317 P Payment Type
Tene Out: 4.01 PM Chees ¥
Job Ticket Thme 126 e

Payment [§)
Customar Mot Dust Vac Wam  Kich
i o P i A SR et Kimterly Guttein  # ¥
Micheils Besll

Acitrtonal Charpe Amount:

Acdufticnel Cherge Nole

Clean Compmte

Important Considerations:

1. You cannot select the “Complete Clean” button less than 5 minutes from the “Begin Clean”
action (This is a safety feature to ensure you don’t accidentally clock in and out at the same

time)

2. If the “Clock In/Out” is not a success you will see one of the following exceptions or error

messages popups displayed:

* Permission Denied Accessing Location
* Current Location Unavailable

* Timeout Obtaining Location

* Unknown Error

* Customer Address Not Found on Map

* Location Data Not Supported with the Web Browser

You will be asked to confirm that you want to continue the “Clock In/Out” process. Select
the “Continue Anyway” button and the “Clock In/Out” will complete, but the exception will

recorded and visible to your management team
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3. When logged in during the allowed time range, your login typically will not expire and you
should not have to login repeatedly

4. If your office has the “Call Office” feature enabled, at any time you can call the office by
touching the Menu button and Call Office option (this service is a feature that the
Owner/Manager must enable for it to be available)

Wanda Rush-Gurson CALL OFFICE LOOOFF
Team 4

/
Starting Miles |

Ending Miles
oo Dovr Gampany o -
Emesting Seiby C B R e i s

Wanda Rush-Gurson

House 1 - Plant Job Ticket

Time In:
Time Qut:

Job Ticket Time: 0:535

Claan Schadulnd
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