CORRIGO
Managing Work Orders with CorrigoPro Desktop

Life of a work order — Desktop




During this tutorial we will cover...

Logging into CorrigoPro Desktop
Locating your work orders

The message

The work order contact

The service location

The issue

Service Level Agreement (SLA)
Not To Exceed (NTE) amount

Accepting or rejecting a work
order

Checking in

Check lists

Pausing a work order
Checking out

Work verification and rating
The CruChat link




Log into Your CorrigoPro Desktop

CorrigoPro Desktop login page URL- https://login.corrigo.com/connect/login

Log into your CorrigoPro test@Corrigo.com
Desktop using your email ssscsssssss
address and password, T——

set up during registration =D

FORGOT YOUR PASSWORD?

Then click “LOGIN”
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© 2017 CORRIGO INCORPORATED. ALL RIGHTS RESERVED.




Locating Your Work Orders

James Favreau v

2o ®
*¢:2* CORRIGOPRO
PRO

ALERT: EVERY WORK ORDER
REQUIRES CHECK IN AND CHECK OUT Connect

to Your Customers.

Stay Connected
Anywhere.

Complete your Company Profile

MY CORRIGO BILLING
ACCOUNT

From your CorrigoPro Desktop,
click on the CorrigoPro tile




Locating Your Work Orders

I Status: Any ¥ WO State: Any v Complete By: Any v MORE... ~ I e James Fav...
+1 303-525-3640

Search Chats

Ordered by: Last Activity Date ¥

Along the top of the CruChat page you’ll find clickable menus,
allowing your to search and filter your CruChats.

P ORI INCORIORATED. Al ST SEARAD

You will be taken to your CruChats page where you be able to locate
all of the work orders sent by your connected customers



Locating Your Work Orders

Powerful filter options make it easy to sort your CruChats and work orders

Let’s look for work orders still waiting for acceptance

Status: Any vl WO State: Any vl Complete By: Any ¥ MORE... ¥ e James Fav...
+1303-525-3640

Search Chats

Ordered by: Last Activity Date v
Clear selected

Waiting for Acceptance

Open: In Progress
Completed
Open
Open: Paused
| On Hold
Recalled

| Rejected

To find any CruChats with work orders that have not yet been accepted,
click on the “WO State” menu, click on “Waiting for Acceptance”



Locating Your Work Orders

James Favreau v

PRO

Status: Any v WO State: v Complete By: Any v MORE... ~ e James Fav...
Search Chats
+1303-525-3640

Ordered by: Last Activity Date v

@ FTTTTTTTmTomommmm---a WO# 1AG0100084 Friday

1 1
' i
1181 William St, Melbourne, VIC 3000, 1 New WO#IAG0100084 waiting for your attention
AU
1 1
--------------------- APAC PRO
e T TTTTTTTTTTmTTmTEmEmn WO# IAG0460001 PROJECT Frida
- PRO ‘ g
I 6-14 Castle St, Castle Hill NSW 1765, 1 New WO#IAG0460001 waiting for your attention
1 AU 1
' !
""""""""""" ARALER0
g [-ommmmmmmmmmmmeaaa- [wor 1ac0020003 | [ER] 03/03/2017
- PRO 1
' !
| 1-3Bath Lane, Ballarat, VIC 3350,AU ! New WO#IAG0020003 waiting for your attention
APAC PRO

CruChat boxes in yellow have not been opened or have new
information that needs to be read

Those in gray have already been opened

Let’s click on the unread work order still waiting for acceptance



Reviewing a New Work Order

_____________________ — X
- ECUSTOMER 2 < =
All of the details of the work order are — -
contained within the CruChat, with
. . CUSTOMER
every action time and date stamped P e s CcitaciGy hGORSOT
Orange text in the work order is
. CUSTOMER
clickable _ R
This work was requested by Site Facility Manager )
(TESTING@TEST.CORRIGO.COM) H11PM
To begin, scroll to the top of the
CUSTOMER
work order
SERVICE LOCATION
Click on the “MESSAGE” link to display B3 s PRO 311PM
information related to the work £ L o763

order, input by the customer

cru v | | Tvpeyour message here m




Accompanying Message

WO #IAG0460001 Accompanying Message

hopping Centre - Level 03

Customer Contact: Site Facility Manager

Contact information, work description,

Oriey. Pro a an arrival within the listed ETA.
Work Completion Due By: 6/30/2017 5:00 PM

a nd prO CEd U ral dEta | |S may be |nCI Uded Expanded Work Description: Landscaping:Trees & Shrubs:maintenance and
H PR Setatnd
| n t h e m e Ssa ge Contact No: testing@test.corrigo.com

STANDARD PROCEDURES AND TERMS:

Prior to attending site, please ensure that you have contacted the Facilities
Manager or the Onsite Contact listed below and arrange an appropriate time to
attend within the Required Completion Time.

To exit the message box and return to
the work order, click “CLOSE”

Check-in/check-out via your Corrigo Pro app is required when on-site.

The Corrigo Pro app can be downloaded from the Apple or Google App store.

For assistance or additional information related to this work order, please contact
the Property Service Centre

For help with your Corrigo Pro account, please contact Corrigo Pro Support

v

CLOSE




Site Contact and Service Location

2 wstower | 2 < = Next you will see the customer’s site contact, with

< (CUSTOMER .
a clickable email or phone number link
Fridy —————— &
cUSTOMER Followed by the service location with the physical
Endits scompanying MESSAGE T 1em address and an interactive map link
CUSTOMER
I (TI.ESTING@TEST.CORRIG(;.CON;).i Maneger Si11PM
CUSTOMER 2 - <, ol
= -33.730176,151.006422 Q X AN, @ 4 )"/O !
3 e 5%%, 'l %
& 8
3:11PM S : Yy s § &
HILL, NSW 1765 g ’ Co% by%d S:g ‘%’ §
- 33°43'48.6"S 151°00'23.1°E g S %) N
Giham
-33.730176, 151.006422
Lynstock AY
Cru v | ‘ Type your message here ‘ m * O] a < ‘i \5\ G;;""”S’ \ -
SAVE NEARBY SEND TO YOUR SHARE 5’/,,% @A‘b g- e Va
PHONE 72, > "
A z © Castle Hill Public School 2
Q,  Addamissing place g g .
P 4ddalabel S “%),,ﬁ% 2
&//p\»’,' y 2&“2 .
' Castle Tower:;@ -
¥ & :
& QCastle Hill Library 4@
. . . . S Ty,
Clicking on the map link will open the ;
. . . . ) e"{@ LA %,%’&
native mapping application on your PC to oo, (7L 2
N AS
.o . . . . | - @g &
allow for specific directions and navigation e &
& %
’ N é’§ C‘“v/«q, Eﬁ Tathia g, t%
to your customer’s site :
5 S V
%, & T .
Fany 2




The Issue and SLA

_____________________ . X
= |CUSTOMER ! _ < =
Below the service location you will
find the reported issue and/or CUSTOMER A
req Uested taSk The problem was reported as follows:
Asset: Landscaping
Task: Trees & Shrubs 3:11PM
Additional Description: maintenance and
. replacement
The Service Level Agreement (SLA)
for the work order is listed next CUSTOMER
The SLA for this Project priority work is:
on-site by 06/29/2017 11:00 PM 2:11PM
complete by 06/30/2017 3:00 AM
Be aware that your customer W|” You will be rated on your ability to meet this SLA
rate you on your ability to meet the CUSTOMER
SLA t|mefra mes You cannot invoice us more than $250.00 for this 3:11PM
work. Click HERE if you need this increased ’
CUSTOMER }
Cru v Type your message here m




NTE: Not to Exceed

X
. & Tttt B <L =

Next, you will see the Not To  CUSTOMER ;
Exceed (NTE) amount for this ]
work order CUSTOMER

The problem was reported as follows:

Asset: Landscaping

Task.:’.rrees&Shr}Jb§ - 3:11PM
The NTE is determined by the A2 BT Lt N SRR
customer as a ceiling cost for the

) ) CUSTOMER

requested repair or service — :

The SLA for this Project priority work is:

on-site by 06/29/2017 11:00 PM 2:11PM

complete by 06/30/2017 3:00 AM
You will be rated on your ability to meet this SLA

If you need to request an

_ _ CUSTOMER
increase to the NTE amount, click

. ) You cannot invoice us more than $250.00 for this i
on the ”HERE” ||nk’ the ”Subm|t [work.Cli@youneedthisincreased ] 3:11PM
Quote” box will appear CUSTOMER )

Cru v Type your message here m




Submitting a Quote

Enter the quote amount for
the requested service, and a
description justifying the
quote amount

Then click “SUBMIT”

The customer will be notified of the
requested NTE increase and will have
the opportunity to either accept or
reject the quote

Submit Quote

AMOUNT

$350.00

DESCRIPTION

New parts needed
to complete repairs.




Accepted Quote and the New NTE

_____________________ . X
= | CUSTOMER E _ < =
You will be rated on your ability to meet this SLA =
The details of the requested NTE
. d d . | CUSTOMER
INCrease are recorde ’ In rea Do you ACCEPT or REJECT WO #1AG0460001? 3:11PM

tI me In the CrUChat Any questions? Send a message
’

Today

In this example, the customer has
approved the quote and the quote
amount is now shown as the
updated NTE amount

James Favreau submitted a quote for $350.00. The current NTE is still $250.00
9:54 AM

PRO has approved the $350.00 quote
10:02 AM

CUSTOMER

You cannot invoice us more tharf|$350.00 fdr this 10:02 AM

work. Click HERE if you need th e

v

Cru v Type your message here m




Accepting a Work Order

At the bottom of the original CruChat & e n o o=
work order details, you will be
prompted to either “ACCEPT” or roay :
“REJECT” the work order James Favreau submited a quate for 350.0.Thecurrent NTE s il 25000
9:54 AM
Click “ACCEPT” to accept the work order PRO has approved the $350.00 quote
or “REJECT” to reject the work order CUSTOMER 1A
The action will be timestamped in worlc Clck HERE ffvouneed his mereased | 1002AM
the CruChat, and the customer will
be notified that their work order has [ JamesFaueauas secepted i workorce ]
been accepted or rejected CUSTOMER —

I Pleas_e CHECK IN when you arrive on site and start ] 11:21 AM
workin

v

If you accept a work order, a new
available action to “CHECK IN” and begin
the WOFk Wi” appear Cru v Type your message here m




Assigning a Work Order

X
& |CUSTOMER l @ <

When a work order is accepted it
can be assigned to a field technician
or a Sub to complete the work

James Favreau submitted a quote for $350.00. The current NTE is still $250.00
9:54 AM

PRO has approved the $350.00 quote
10:02 AM

CUSTOMER

You cannot invoice us more than $350.00 for this

CIICk on the tWO_person S”houette work. Click HERE if you need this increased 10:024M
icon at the upper right of the CruChat

James Favreau has accepted this work order

11:21 AM
CUSTOMER
Pleas.e CHECK IN when you arrive on site and start 11:21 AM
working

Cru v Type your message here m




Assigning a Work Order

You can modify chat participants below

| ‘
- - a e

Megar's Test Sub

ooy

James Favreau submitted 2 quote for $350.00. The current NTE is s2il $250.00

754 AM

APAC PRO has approved the $350.00 quote

[ en - \ Please take care of this WO.b n

CruMembers and connected Subs
will appear, see the example on
the left

Names that are grayed-out are
CruLeads which are automatically
included on all CruChats

To assign work, click the checkbox
to the right of the desired Sub or
CruMember's name

Enter a CruChat text message
and click “Send”

The CruChat reflects the added
CruMember and assignment of the
work order

The work order is now assigned

3
< (CUSTOMER
e

CUSTOMER

You cannot invoice us more than $350.00 for this

work. Click HERE if you need this increased 10:02AM

James Favreau has accepted this work order
11:21AM
CUSTOMER

Please CHECK IN when you arrive on site and start
working

James Favreau has added Caitlin Jockell to this CruChat
2:24PM

Please take care of this W.O, |
[ sent to Cru only

11:21AM

2:25PM

Cru v Type your message here




Checking In to START the Work Order

X X
S T TR : [T TN
2 lcusTomer : When a CruMember or Sub is 2 | custome
""""""""""" assigned a work order, they will S N
CUSTOMER - work. Click HERE if you need this increased . -
- _ be required to check-in to start
You cannot invoice us more than.$§350.00 for this 10:02 AM
work. Click HERE if you need this increased ’ t h e WO r k O rd e r James Favreau has accepted this work order
11:21AM
James Favreau has accepted this work order James Favreau has added Caitlin Jockell to this CruChat
LA If in the Desktop, click orange 2a4m
CUSTOMER
I ” i Please take care of this W.O,
T —— CHECK IN” to start the work 225PM i ocnon
worki you arrive on site and star 11:21 AM d
' oraer
James Favreau has checked in from an unknown location
James Favreau has added Caitlin Jockell to this CruChat 3:01PM
zem The CruChat will update with a cusTou
Pl taki f this W.O, . . . . Pl CHECK OUT wh let kil
2:25 PM ease ta ecare(l).smlzsw-‘m note |nd|cat|ng the |ocat|on Of P;fjsSeEifyouneeda;;e:tllyoucompe € working or 3:01PM

the person that has checked in
Cru v ‘ ‘T\,-‘peycumessage}‘e'e ‘ m and begun Work

Cru v ‘ ‘ Type your message here ‘ m

The customer will know that the technician was within a
certain proximity to the site when checking in, and it
begins to track time so that both the customer and service
provider know how long it takes to complete the job



Pausing a Work Order

e . _~TTToTmmmmEmEmmmTmY =
= |CUSTOMER 2 < =
e |
'
work. Click HERE if you need this increased 10:024M -
James Favreau has accepted this work order
11:21AM
James Favreau has added Caitlin Jockell to this CruChat
2:24PM
2:25 PM Please take care of.thls W.0,
[ Sent o Cruonly
James Favreau has checked in from an unknown location
3:.01PM
CUSTOMER
WS ECK OUT when you complete working or
3:01PM
ou need a break
Cru v ‘ ‘ Type your message here ‘ m

Sometimes you will need to
pause the work order if the
technician takes a break or
leaves the site at the end of
the day on a multi-day project

Click the orange “PAUSE” link

Once again the CruChat will
be noted to record that the
work order has been paused

When the technician is ready to
recommence work they click on
“CHECK IN”

< | CUSTOMER
e .
!

James Favreau has accepted this work order

11:21AM

James Favreau has added Caitlin Jockell to this CruChat

2:24PM

Please take care of this W.O,

2:25PM R seneeoCrucely

James Favreau has checked in from an unknown location

3:01PM

James Favreau has paused this work order from an unknown location
3:28PM
CUST

‘I;Ig?d CHECK IN ]hen you arrive on site and start 3:28 PM

Cru v ‘ ‘ Type your message here




Checking Out and Completing the Work Order

When the work is completed, click on
the orange “CHECK OUT” link

X
x Complete Work Order
e , oo TTTmTmmEmTmmTmTETY f—
= | CUSTOMER ' 2 < =
e .
1 1
--------------------- COMMENT .
All repairs were made and
James Favreau has added Caitlin Jockell to this CruChat product tested.
2:24PM
2:95PM Please take care OthIS WO,
[l Sent to Crucnly
REPAIR None v ‘
James Favreau has checked in from an unknown location CATEGORY
3:01PM
James Favreau has paused this work order from an unknown location
3:28 PM

James Favreau has checked in from an unknown location
3:39PM

CUSTOMER

The “Complete Work Order” window will
Pleafle CHECK OUT When you complete working or 2:39PM p .
PAUNETTEeTS cok ' open where you should enter detailed

comments about the work that was

cu =] [ Toevourmessoge e I completed - these comments will be a
valuable source of information and record
for both you and your customer




Repair Category and Repair Code

After entering your comments, select a “REPAIR CATEGORY” by
clicking and accessing the repair category list

Complete Work Order

COMMENT *Not a Failure

Equip>Catastrophic Event |

Equip>Commissioning

X
l Complete Work Order

Equip>Environmental

Equip>Human

REPAIR N - COMMENT All repairs were made and
CATEGORY one Equip>Hydraulic/Steam Systems product tested.

Equip>Liquid Ingress

CANCEL m Equip>Lubrication

Equip>Machine Setup

Equip>Mechanical

Equip>Operation

REPAIR ‘ Equip>Electrical v ‘
Equip>Pneumatic CATEGORY
Equip>Process
REPAIR CODE | None . ‘




Repair Category and Repair Code

Then you will do the same for the
“REPAIR CODE”

Complete Work Order

COMMENT All repairs were made and
product tested.

Abnormal Temperature |
Arcing |

Battery Sulfation

Cable Joint Failure

Closed (Circuit) Complete Work Order

REPAIR Equip>Electrical v ‘
CATEGORY

Coil/Solenoid Failure

Damaged/Broken COMMENT All repai
epairs were made and
REPAIR CODE None v produpct tested.

Delamination/Exfoliation

CANCEL m Dirt or Contamination

Discharged

Grounding/Earthing Problem

Harmonic Distortion

' ) REPAIR ‘ Equip>Electrical v ‘
High Resistance CATEGORY auip

Inaccurate Signal -

REPAIR CODE ‘ Damaged/Broken v ‘

And click “COMPLETE”




Verifying and Rating the Work

X

. . e . ~TTTTTTTTmTmTmTmTTTTTA =
When the technician has checked out > lcusTomeR : * < =
and the work order has been completed,
the customer will receive notification - -

James Favreau has checked in from an unknown location
3:39PM
) ) CUSTOMER

Customers may rate the work during their _ . - _

. . . . Click HERE to indicate which pieces of equipment 4:47 PM
verification process, and the rating will you worked on '
appear, with comments, in the CruChat
ve rlfl Cat|0 n messa ge James Favreau has completed this work order from an unknown location

4:47 PM
PRO rated this work as Positive
If your customer has implemented the 5:05 PM
verification step as a requirement in the CUSTOSER
work order process, you will only be able Weratedthiswork

i i i Work performed and completed as agreed and 5:05PM
to invoice the customer once their within SLA.
verification and work rating have been -

completed
Cru v Type your message here m




The CruChat Link

To share a CruChat conversation via
email or text, click on the link icon
at the upper right of the CruChat
window

This will generate an active CruChat
link which you can copy and paste

Since the link is live, it will always
show the current conversation - if the
conversation continues, open the link
again to see the new content

This is a powerful tool for archiving
CruChat conversations or referencing
specific work orders and details

Q,
CI
q
Q.
Z |
%.
1
1
1
1
1
1
1
1
E
I

You can copy and share the link for this CruChat:

https://apac.corrigopro.com/ServiceChat/Chat/Readonly/f68a0dc1-cd05-
€711-80cd-a0369f903144

o

James Favreau has checked in from an unknown location

3:39PM
CUSTOMER

Click HERE to indicate which pieces of equipment

you worked on &47PM

James Favreau has completed this work order from an unknown location

4:47PM

PRO rated this work as Positive

5:05PM

Cru v Type your message here m




Questions

Contact Corrigo via phone or online:

https://corrigopro.com/contactus/




