© Operate

Account Manager Quick Start — Capture Issues in Quick Mode

You've arrived at a property where you are the Account Manager and have logged into Operate
for the first time. You are about to walk the property to see if there are any Issues that require
attention. What do you do? Here’s how to get started.

1. Create or Select the Property you are about to walk.

You start out in the Properties view. The default when you first
log in is to see a list view of the Properties where you are the

< Add Property

Account Manager. If the Property you want to walk is not yet in
. Property Search
the system, you can add a new Property from here. It will then

Enter property name of address...

be permanently available for future visits.

Name*
Northwest Balcones Neighborhood Park
Austin

Properties o)

+

Street Address*
Q_ search 10225 Talleyran Drive
NeedtoVisit  Needtossign  [II
City*
Austin
Click the + to create a new Property. For a new Property,
State ID*

provide a name and address and it will be created for you with

a mapped location and cover picture. i

If the Property already exists in the system, or after you create ZipCoda*
one, it will be listed and mapped in the Properties View. 78750

Select the Property to add Issues to from the Properties View:
ance! ave Property

Northwest Balcones Neigﬁborhood Park @i

10225 Talleyran Drive, Austin, TX, 78750
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2. Create Issues for the Property in Quick Mode
Once you are in the Property, start your walk. If you see an Issue, document it for correction.

Select Issues, click the + and
you’re in Quick Mode for € Addlssue
capturing Issues.

Take a picture of the Issue and

make a voice recording.

Select Save to add the Issue to the Property. Operate will
automatically provide a name, description and set other fields
based on your recording for you to review.

On Save a new Issue is opened in Quick Mode so you can continue
your walk.

When you have no more Issues to add, select the back arrow
button. You will be asked if you want to cancel the last Issue that
was opened for you, confirm Yes.

Note: Issues are the default and are used to document problems with the service
that need to be addressed. You can also create Enhancements to document upsell

opportunities, and Highlights to document accomplishments or aspects of the
& property to be discussed. The process is the same, the information captured varies
appropriately.

Note: There is also an advanced mode enabled at the top of

€ Capture Item

b

the new Issue pane that lets you both create and fully review

Details @

a new Issue at the same time.
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3. Review this visit’s Issues

When you get back to your truck or the office, review the issues that you just created. Select
Issues to review from the Property Issue List by clicking the right arrow. Edit Issues by clicking

\ € CaptureltemDetalls =

the Pencil. Save when done.

~ Details V4
Name | R hie
Issue 16915
Name e Priarity A nen i Edge sidewalls
Visibility Ur'g;m Visible in Gustomer Portal? [ @]
e Reported by Customer?
Reported By T
DueDate e Property
{2 Next Visit ) ASRP {0 Custom Date
Nortnwest Balcones Neighborhood Park
Type
e Toby AccountManager @ Service Line e
Ennancement Highlight
Sanfirm assignment to Taby? andscape Instaliation
Visibile in Customer Pors!
Status
Assigned To R el
Created
Accourtanager. Toby
Description N
Edging needs to be completed along all Priority sk

sidewalks to maintain a tidy appearance.

Urgent

it
@ Toby AccountManager
2
Caonfirm asls‘\gnment 1o Toby' Back Savelssue Back Savelssue
Vis e 0 Customer Portal

Note: One important setting to review is the person “Assigned To”. The system makes an attempt
to identify who will be assigned to address this Issue. You can leave it or change it. Once it is
correct, select the “Confirm Assignment to [Name]” toggle. This will notify that user of the Issue
they have been signed and initiate the workflow to completion.

Note: Filters are very important when you are looking at Property or Issue, Enhancement or
Highlight lists. Each filter can be individually toggled on and off and used in combination with
other filters.

© O & ©

info lssuss  Enhancements Highlights

Q_ Search.. [‘T_‘]

Need to Assign Crew Activity
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