
iTeam Application –TCA Proprietary and Confidential @ 2016 Page 1 
 

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 

 
 

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.  

 

 

http://iteam.thecleaningauthority.com/
http://iteam.thecleaningauthority.com/
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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.  

 

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 

 

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:  

 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 

 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  

 

 

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 
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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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 If 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 

 

 
 

 If “Check” is selected for “Payment Type”, you need to enter a check # 

and the “Payment($)” amount  

 

 If the Customer pays by check by mails in the check, that will be indicated 

next to the “Check #” 
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 If “Cash” is selected as the “Payment Type”, you will ONLY need to enter 

the payment amount in the “Payment ($)” field.  

 

 
 

b. Duties:  

Select the appropriate flag for each employee who performed the respective 

duty  
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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”  

 
 

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 

 



iTeam Application –TCA Proprietary and Confidential @ 2016 Page 8 
 

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  

 

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) 

 

 


