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Downloading

fsElite

Apple Device:

» Go to your App Store

» Search “fsElite Connect”

» Touch “get”

» Login to begin using the app

» Or Download by scanning the QR code below:

CBRE

Android Device:

» Go to your Play Store

» Search “fsElite Connect”

» Touch “Install”

» Login to begin using the app

» Or Download by scanning the QR code below:




Logging In CBRE

CBRE | facilitysource’ CBRE | facilitysource’

Logging into the app is simple and easy.

It uses the same credentials as your login to
fmPilot2 on your desktop, just in a different
format.

Service Provider Code

[ TST123450H

Username

o Testprovider

Password

Example Credentials:

&

fmPilot2 Login: TST123450H\Testprovider @D Rremember Me Remember Me

fsElite Login:

Service Provider Code: TST123450H Forgot Password? Forgot Password?

* (also known as - vendor code)

Username: Testprovider
@ Emergency +1-(855) 783-6342 @ Emergency +1-(855) 783-6342




Logging In CBRE
Once you have logged into the fsElite Connect Mobile App You can see:

. Service Desk. This is based on which = Service Desk Change Password Fingerprint Settings 0} Change Password Fingerprint Settings 0
client(s) you service. If you only have one
client, then you will be brought straight into
your work order list.

Fingerprint Login

Password must be at least eight characters in length and must
contain at least one uppercase character, one lowercase Use your fingerprint for easier access to your account.
character, and one number or special character.

Fingerprint Recorded
**If you are doing work for IFM, you will select

CBRE | FacilitySource.** R, i

*  The settings menu (hamburger menu) is
where you can update your password if
needed as well as enable Fingerprint Login

a
(assuming your device is capable). *
C Note: Face Recognition is not currently
available. You can now login to the app with your recorded fingerprint.

CBRE | facilitysource’

° If multiple techs are sharing a login, We

) Jess Conerly + Enable Fingerprint
would advise them not to change the
password, or others will not be able to login. O service Desk
c Note: The Admin user would be able to reset O setinss
the password and share with the needed -

techs. Text Size

. The text size feature allows you to change
the size of the text.




Accessing Work Orders CBRE

Once you log in and click the client you wish to proceed with, you will be brought to the “Work Order List” screen.

* This will be a list of Open Work Orders for locations assigned to your service provider code, based on your
current location.

* Please note: Work orders will not populate until you are within 1 mile of the service location due to the
geofence we have in place for each location.

* To get your work orders to populate without being on site, or if a work order does not populate when you
are on site, You will need to use the search bar to search for a specific work order number or use the funnel
icon at the top right of the screen to locate your work order. (examples on next slide).

* When you login to the app and you are NOT on site, you will receive a pop-up notification that states “No
Work Order Found”. You can select “OK” and will need to use the funnel icon to locate your work order or
use the search bar to search for a specific work order number.

* Please note: Include WEB- or PM- when searching using the search bar.




Work Order List and
Filtering

* If youare NOT within one mile of the
location (within the geofence) the
work order(s) will not auto populate.
Use the “Search Work Orders Here”
bar to enter in your work order
number or the select the funnel icon
for more options.

* Once you select the funnel icon, you
will be given some choices. Select
“Show All” to see all work orders, or
you can select “Open Work Orders” to
see work orders that are in In
Progress, Waiting on Material, or
Follow Up status.

* The Sorted by feature allows you to
sort your work order list, by the Work
Order Entered Date, Scheduled Start
Date (also known as ETA), Target
Start Date, and Target Complete Date.

— Work Order List

— Work Order List




Filtering (cont.)

The “Other Filters” option can
also be helpful as well when
searching for work orders.

You have several options for
finding the work order you are
looking for, and we will go over
them on the next page.

These filter options can be
handy when your work order
does not show up, and/or
when you need to search for
your next work order.

CBRE

— Work Order List Q Sync

Applied Filters: Open Work Orders

Show All
Sorted by: Work Order Entered Date

| .

Open Work Orders

Pending Acceptance ¥ — Filters
E;

& WEB-3276775/In Pi Other Filters
MAJOR PLUMBING /
PLUMBING

Map View
Q Dollar General: DGC : P

¢ Online

C= ih Q ¢

Priority Status Location  Type Co...

ven's back restroom floor drains
are backing up

<& Priority - 0 Hours

] Arrive By - Today - 11:51 AM



Filtering (cont.)

Filters & = Filters & = Filters € = Filters

G= i Q &y G= Q &y G= Q ) (o] Q ) c= i Q &

Priority Status Location  Type Co... Priority Status Location  Type Co... Priority Status Location  Type Co... Priority Status Location  Type Co... Priority Status Location  Type Co...

. GENERAL REPAIR
P1440 Pending Acceptance Search with State.. Work Order Entered Date

oy

P168 Open From Ls)
Search with City.. GM PREVENTIVE MAINTENANCE
P17520 TSD/Target Start Date

Select All GREASE TRAPS

P2 []In Progress o

Foll U
P2160 (] Follow Up SSD/Scheduled Start Date

[] Waiting on Material

P23 9 From )
(] Waiting Pics

P24 [ ] Hvac

TCD/Target Complete Date
Waiting to Invoice m PM - HVAC MINOR
P240 Erom =
[ ] PM - HVAC SPRING MAJOR

Invoice Submitted

P26280
) I Hvic FaLL AR SCD/Scheduled Complete Date
ending Payment

P30 [ ] WFDPM - HvAC (s

Paid
["] TEMP COOLING/HEATING

O
O
O
O
O
O
O
O
O
O
O

P336

@ Apply & Clear Al @ Apply & Clear Al @ Apply Q& Clear All @ Apply
_




Map View

* The “Map View” option can
also be helpful as it will list
your current location and
the open work orders close
to you.

= Work Order List

Applied Filters: Open Work Orders

Sorted by: Work Order Entered Date

B.

*  Your current location will "
be shown as the “Worker”
icon

Q Sync

Pending Acceptance

&

Other Filters

* The open work orders will
be shown as Location Pins

* Select a location pin to
show the Work Order Detail

& Priority - 24 Hours (1 Business
Day)

[ Arrive By - Nov 14, 202 AM

* Select “View Detail” to be T ——
taken into the Work Oder sty i
Details screen of that work
order to action on as
needed.

& = Map View

Map Satelli

te

ity

New River

rristown

Wittmann

oo

Gl

Anthem

ale

ymatke

©202

"

& = Map View

Map

. e'v
Satellite iLakes

Crown King Bumble'Bee

Work Order Detail

Work Order

Number:

Request
forristovin. Type/Code:

Fountain K Store Name:

Wiktn

Schttsdale Arrive By:
nix ( Complete By:

Mesa

Gilbert |
Chandler

Que|

Goodyear

Buckeye

Stanfield

ks

Vaiva Vo

"Google
5 Google, INEGI  Terms 9

WEB-3276779

MINOR ELECTRE AL/
MINOR ELECTRE AL

Dollar General -
14375

Nov 24, 2025 12:00 AM
Nov 24, 2025 08:16 AM

Gilbert
Chandler

Komatke

Maricopa

@8 Map data ©2025 Gooqle, INEGL : Terms

CBRE

& = Work Order Details

WEB-3275779

In Prog

'DOLLAR GENERAL

MINOR ELECTRICAL / MINOR ELECTRICAL
DNE: USD 0.00

Q

0 AM o

Priority: P72

6600 W. VAN BUREN, Phoenix, AZ 85043
LAT/LONG: 33.451925, -112.201

®©1
@ 08:16 AM o

ETA [5] Nov 24, 2025

ETC [5] Nov 24, 2025

B coMMENTS @ @ ATTACHMENTS @

Ceiling Light in the back right corner is out.

L)
On My Way




Accepting Work Orders CBRE

= Work Order List Q) Sync

You MUST have ADMIN listed as your user role
to accept (or reject) work orders via the app.

*  Admin Users Only: Once the funnel icon is selected, Appliad Filtars
you can select “Pending Acceptance” to filter for your
work orders in that status.

Sorted by: Work Order Entered Date

*  Select the work order and you will be brought to the
work order details screen. At the top, you will have

— Work Order List

the option to accept or reject the work order. " Q, X
* If you select “Accept”, you will be brought to another Applied Filters: ®

screen where you can put in your ETA on the work Show Al

order and any comments you wish to put in. Once you Sorted by: M

have put in your ETA (if you have one) and your ;

comment (Optional), you can select submit to accept Based on your phone GPS, please MpRR Wolviders

the work order. Your work order will then be moved "f"r_mk orders are not visibie, piey
. . options.
into In Progress. (As shown on the next slide)

Pending Acceptance
& & Online @

Other Filters

* If you select “Reject” then you will be asked to
provide a rejection reason, and any comments you
wish to put in, just like in fmPilot2. Once submitted 1w
the work order will be updated to Vendor Rejected Map View
and will no longer visible once reassigned. (As shown
on slide 13).



Accepting Work Orders
(cont.)

= Work Order List & = Work Order Details € Accept Work Order & = Work Order Details

1 ? B WEB-3276777 - MINOR ELECTRICAL / MINOR

Applied Filters: Open Work Orders
In Progress

Sorted by: Work Order Entered Date WEB-3!76777 ETA : MINGQERELECTRICAL / MINOR ELECTRICAL

Today - 09:00 AM Priorit’ P48 DNE: USD 0.00

Based on your phone GPS, please view the work orders. Pending Adgeptance

Ifwork orders are gt visible, please use fitering MINOR ELECTRICAL / MINOR ELECTRICAL ETC 5663 1 2TH AVE 0, Tucson, AZ 85706 Q
o e d LAT/LENG: 32.149675, -110.977
Priority: P48 DNE: USD 0.00 Today - 05:00 PM

A% Online @ Download .
& 5663 S 12TH AVE 0, Tucson, AZ 85706 9 Comments Appreciated ETA [ Today © 09:00 AM o

& WEB-3276777 / Pending Lo s B e ETC [ Today @® 05:00 PM of
Acceptance
MINOR ELECTRICAL / MINOR ETA [ Nov 14,2025 (O 12:00 PM o Will call to schedule with the
ELECTRICAL -
location.
Q Dollar General: DGC-31423, 5663 ETC [ Today © o0s:00 PM & B8 comvents @ | @ATTacHMENTS @

S 12TH AVE 0, Tucson, AZ 85706
You can edit ETA & ETC after selecting ‘Accept Work
LAT/LONG: 32.149675, order’

-110.977

® Light switch in the backroom no

longer working. Needs to be ..
Light switch in the backroom no longer working.

Needs t hecked. Additional Techs .
& Priority - 48 Hours (2 Business eeds to be checked | 0 | ea t!\}i\iﬂ

Days)

More

[~ Arrive By - Nov 14, 2025 12:00 PM
Light switch in the backroom no longer working.

L

7] complete By - Today - 05:00 PM




Rejecting Work Orders

= Work Order List Q Sync

Applied Filters: Open Work Orders
Sorted by: Work Order Entered Date

Based on your phone GPS, please view the work orders.
If work orders are Bt visible, please use filtering
options.

& & Online

@ WEB-3276777 / Pending
Acceptance
DowLAR cavenAL MINOR ELECTRICAL / MINOR
ELECTRICAL
Q Dollar General: DGC-31423, 5663
S 12TH AVE 0, Tucson, AZ 85706
LAT/LONG: 32.149675,
-110.977
® Light switch in the backroom no
longer working. Needs to be ..

& Download

& Priority - 48 Hours (2 Business
Days)

r Arrive By - Nov 14, 2025 12:00 PM

[~ complete By - Today - 05:00 PM

& = Work Order Details

+ Accept Work Order X Reject Work Order

WEB-3276777

Pending Acceptance
MINOR ELECTRICAL / MINCR ELECTRICAL
Priority: P DNE: USD 0.00

ETA [5] Nov 14,2025 (© 12:00 PM
You can edit ETA & ETC

Light switch in the backroom no longer working.
Needs to be checked.

& Reject Work Order

3276777 - MINOR ELECTRICAL/MINOR
TRICAL

Please provide the rejection reason

(O No Tech Available

(O oOut of service area

O Cannot meet response time
O Trade not supported

O Other

Comments Appreciated

CBRE

€ =— Work Order List § Sync

Applied Filters:

Sorted by:

< Priority - 48 Hours (2 Business
Days)

Arrive By - Today - 03:00 AM [ | Complete By - Today - 05:00 EM



Downloading Work Orders

If/when you are going into an area without cell service or cannot use mobile data, you can download your work order(s) while you are connected
to Wi-Fi and/or have cell service. All Actions made on downloaded work orders will be updated to the work order in fmPilot2 once you are
connected to Wi-Fi or have cell service.

To download a single
work order, you can
select the green cloud
with the down arrow.

To download multiple
work orders, select the

check box on each work K&

order and then select
the “Download” button

Please note: Work Orders
must be in Vendor Accepted,
In Progress, Follow Up, or
Waiting on Material to be able
to be downloaded.

Based on

=— Work Order List

Applied Filters: Show All

Sorted by: Work Order Entered Date

& Online

& WEB-3276781/1
GENERAL REPAIR / OTHER
suswen  INTERIOR BUILDING

Q Dollar General: DGC-12417, 3573

vour phone GPS, please view the work orders.
If work orders are not visible, please use filtering
options.

@ Download

O

MARICOPA AVE, Lake Havasu City,

AZ 86406
LAT/LONG: 34.454493,
-114.267

® Ceiling Light in the backroom is
out.

<& Priority - 24 Hours (1 Business
Day)

=9 Arrive By - Nov 14, 2025 08:19 AM

& WEB-3276780 / Pending
Acceptance
MINOR ELECTRICAL / MINOR
ELECTRICAL

@ Dollar General: DGC-20071, 1805
W SOUTHERN AVE 19TH AVE

Once downloaded, you will
receive a notification
stating the download was
Successful:

Success!
1 Work Order(s) has been

downloaded successfully.

The work order(s) will also
have a double check mark
indicating is has been
downloaded:

& WEB-3276781 / In Progress
G / OTHER
)R BUILDING

LAT/LONG:
114,

< Priority - 24 Hours (1 Business
Day)

1 Arrive By - Nov 14, 2025 08:19 AM

When there is a grey
cloud, you will not be
able to download the
work order unless it is
updated to one of the
downloadable statuses.

When there is white
cloud, the work order
has a Scheduled Start
Date past the end of
the current week,
indicating the work
order is not available
for downloading until
the week of the
Scheduled Start Date.

=— Work Order List

&Y Online

& WEB-3276780 / Pengling
Acceptance
MINOR ELECTRICAL / MINOR
ELECTRICAL

Q@ Dollar General: DGC-20071, 1805
W SOUTHERN AVE 19TH AVE,
Phoenix, AZ 1

LAT/LON 9,-112,097

@® Light om no
longer working. N be ..
Mori

< Priority - 24 Hours (1 Business

Day)
[ Arrive By - Nov 14, 2025 08:17 AM

& WEB-3276779 /In B
MINOR ELECTRICAL / MINOR
ELECTRICAL

Q Dollar General: DGC
W. VAN BUREN, Phoe
LAT/LONG: 33.4
-112.201

® Ceiling Light in the back right
corner is out.

< Priority - 72 Hours (3 Business
Days)

CBRE

@ Download




Work Order Flow CBRE

Work Order Details

*  Once you find the correct work order and

select the work order number, you will be - ; _
brought to the “Work Order Details” screen = Work Order List Qsync € ==|Work Order Details & = Work Order Details & = Work Order Details

Priority: P72
. The Work Order Number and other relevant

work order details such as Status, Request Applied Filters: Open Work Orders
Type & Request Code, service location, priority,
and scheduling information are prominently
displayed at the top of the screen.

B coMMENTS @ & ATTACHMENTS ()

Sorted by: Work Order Entered Date ETA EI Nov 14, 2025

ETC [ Nov2

*  Depending on the device you may need to
scroll to see the description of the request,
select more to expand

ETA [ Nov14,

ETC [ No

*  Comments, attachments, checklist (when not
applicable icon will be greyed out), adding or
removing additional techs, and work order
clock grouped together for ease of use while
checked in to a work order.

& Priority - 72 Hours (3 Business Days)

M| Complete By - N
termittent
em ... More

C For work orders with long description text or
attached assets, this block of work tracking
controls sticks to the top of the screen as the
user scrolls up.

Edit Work Repor Edit Work

*  Controls for On My Way (Check In will display
after On My Way is selected) , and related
check-out options always display at the
bottom edge of the screen.

Note: Check out options (Break, Change Status, and
Work Done) only display when the work order has an
active check in.



Location and Navigation CBRE

* If you need to get directions to the site,
you can select “Location” Icon. This will

7:38 o Flagstaff.

& = Work Order Details = Route to Location for WEB-3276777
® Your location

o M4 & 4 ” Directions to: 5663 S 12TH AVE 0, Tucson, AZ ...
bring you into the “Route to Location WEB-3276777 —— ——n

) ~ N 2 hr 34 min
MINOR ELECTRICAL / MINOR ELECTRICAL NCER

Map Satellite
Tont

Priority: P48 DNE: USD 0.00 ) © s min
* This page gives you the ability to link e
into your device’s turn by turn T — © 09:00 AW

navigation system by clicking the green fC EToday  Qosoorm

circle with the white arrow at the top

P A

L-*c'r.Phoenix
 Blickele 1 oGilbert

Drive

8 2hr17 @ 5hr28 # 2days o513

Download offline maps g
Get directions along this

route, even when you're Q
offline

* Using this feature allows you to navigate
to job sites seamlessly through the app.

Download Dismiss

2 hr 17 min (142 mi)
Fa t ro h al traffi

¢/ Add stops < Share

Light switch in the backroom no longer working.

L=
On My Way

02025 Google, INEGL ¢ Terms




On My Way Feature and CBRE
How to Use It

Let the client and their team know that you are on your way by using the “On My Way” button in the work order!

Once you are in your work order, you will be able to use the “On My Way” feature, Here’s how:
* Use search, filter or map view to locate your next work order (as mentioned on slides 7-10)

* Download your work order if you will be in an area with poor cell service or no Wi-Fi. If you do not download the work
order, then the information will not sync once you get back to an area with service (as mentioned on slide 14).

* Click into your work order and you will see the “On My Way” button at the bottom of the screen in green. Click it when
you are headed to site.

* Once you select “On My Way”, that button will then turn into the “Check In” button.

* If you select “On My Way” by mistake, you can select the “Cancel “On My Way”” button.



On My Way CBRE

& = Work Order Details ‘ rd & =— Work Order Details & =— Work Order Details

WEB-3276768 VEB-32/0/08 WEB-3276768 B WEB-3276768

In Progress A In Progr In Progr
HWVAC / HVAC VA HVAC / H HVAC / HVAC
Priority: P72 ity Priority: Priority: P

600 W MARKET ST, Red Bud, IL 62 I0'W MARKET ST, Red Bud, B 600 W MARKET ST, Red Bud, 1

You are on your way : Nov : ETA  EINovi4,2025 @ 10

We'll let the client know. Check
in when you arrive at their
location.

ETC [INov20,2025 (@ 10:36 AM

are on your way Cancel "On My Way" - You are on your way Cancel "On My Way"

~ 7
Check-In Check-In

O @




Work Order Flow: CBRE
Photos

* Upon checking in you will be prompted to
open your phone’s camera to take before
photos. Once photos are taken, you can - -
add an optional description, select 00. 00 ° 1 1
“Upload” and the photo will appear below

“Attached Pictures”.
Note: Description cannot be edited once uploaded.

= Take Pictures Image Preview [11of [1] = Take Pictures

00:00:18

Please take “Before” Work Performed Picture(s).

Please take “Before” Worl Performed Picture(s).

*  You will also see your clock start on the
app and this is what is keeping up with
your time on site.

Attached Pictures (rc ve the picture Tap on Attached Pictures (To remove the picture Tap on

* Once all needed photos have been
uploaded, you can select continue which
will take you back to the work order
overview screen.

View All Bttachments

View All Attachments
* If you need to download and/or delete the

photo(s) for any reason. We will go over - -
those options on the next slide. | om0 < [ w o < |




Work Order Flow:

Viewing Attachments

Once you take your photos and select continue
you will see a “Attachments” button.

When you select “Attachments”, you will be
brought to the View All Attachments page.

Here you can select a photo that you want to
download or delete by clicking the check box
to the left of the photo.

You can download the photo by clicking the
yellow floppy disc icon.

You can delete the photo by clicking the red
trashcan.

Once you are done, you can click the back
arrow at the top of the screen..

& = Work Order Details

WEB-3276780 KON ST

In Progress
MINOR ELECTRICAL / MINOR ELECTRICAL
Priority: P24 DNE: USD 0.00

1805 W SOUTHERN AVE 19TH AVE, 9
Phoenix, AZ 85041

LAT/LONG: 33.3919, -112.097

ETA [51Nov 14,2025 (O 08:17 M |

ETC [ Nov24,2025 (® 08:17 /M =

00:02:48

)

Checklist

& = View All Attachments

G

E fore Work Captured Image(s)

Select All

E Today 07:54 AM

Additional Work Captured Image(s)

Select All

fhvWli.jpeg
¥
&=,

CBRE

View All Attachments

Before Work Captured Image(s)

Select All

[v] % Today 07:54 AM

Additional Work Captured Image(s)

Select All

E fhVWl.jpeg



CBRE

Adding Attachments

& = Work Order Details — View All Attachments

If you are unable to add photos
when checking in/out of the work
order, there is an attachment area in
the work order where you can do so
at any time.

When you select the Attachments
button, you will see a camera option
and a gallery option on the next

page.

Select the Camera to take a live
photo with your device's camera.

Select the Gallery to select and
upload any photo(s) from your
device's gallery.

WEB-3276780

In Progress
MINOR ELECTRICAL / MINOR ELECTRICAL
Priority: P24 DNE: USD 0.00

1805 W SOUTHERN AVE 19TH AVE, 9
Phoenix, AZ 85041

LAT/LONG: 33.3919, -112.097
ETA [ Novi14,2025 (@ o08:17 =f

ETC [ Nov24,2025 (@ 08:17 A =

00:02:48

i

Checklist

] I= i
Break Change Status Work Done

G

Additional Wt 'k Captured| nage(s)

Select All

frDiw.jpeg

fhvWl.jpeg




Multi Tech Check In CBRE

Multiple technicians cannot be checked into
a work order at once whether under a
different username or the same.

& = Work Order Details & = Work Order Details

WEB-3276780 ssvctuse WEB-3276780
2SS In Progress
*  You can use the Multi Tech Check In feature MINOR ELECTRICAL / MINOR ELECTRICAL MINOR ELECTRICAL / MINOR ELECTRICAL
to address how many techs are with you on Priority: P24 DNE: USD 0.00 Priority: P24 DNE: USD 0.00
site. 8 UTHERN AVE 19TH AVE, : HERN AVE 19TH AVE,
041 0 - 5041 ¢

: . 19, -112.097
* Once you check in and take your pictures, you

can use the plus button (above change status
at the bottom of your screen) to add ETC [ Nov24,2025 (@ 08:17 AM K] ETC [ Nov24,2025 (@ 08:17 AM |
additional techs to your work order.

ETA [5 Nov 14,2025 (® 08:17 AM = ETA [ Nov14,2025 (@ 08:17 AM =

B coMMENTS @ @ ATTACHMENTS B cOMMENTS @& & ATTACHMENTS

* The +/- buttons allow you to adjust how many
techs are on site with you. This must be

selected once you finish taking your “before” 0 ):05:28 00:05:4'4

pictures to ensure time for multiple techs is - -
Additional Techs Additional Techs
taken correctly. , 0 Checiist *

* Additional tech button will be greyed out after
a few seconds and can be pressed again to be
reactivated to make any adjustments needed.




Work Order Flow: CBRE
Tracking Time

« — i 5 — : — i
5 Once you are back on the “Work Order €& — Work Order List Q) Sync & =— Work Order Details & =— Work Order Details

Details” screen, you will need to leave the app
running in the background to continue to WEB-3276780 R WEB-3276780 P ———

a 0 & Online e R—
capture your time on site. In Progress In Progress
= MINOR ELECTRICAL / MINOR ELECTRICAL MINOR ELECTRICAL / MINOR ELECTRICAL
& WEB-3276780 / In Progress
MI ELECTRICAL / MINOR Priority: P24 DNE: USD 0.00 Priority: P24 DNE: USD 0.00
* Users who checked in to a work order using 5 N 1805 W SOUTHERN AVE 19TH AVE, 0 1805 W SOUTHERN AVE 19TH AVE, -]
Phoenix, AZ 85041 Phoenix, AZ 85041

the app will see a hard hat icon on the work
order as well as a floating “view” link at the
bottom of the Work Order List screen.

LAT/LONG: 33.3919, -112.097 LAT/LONG: 33.3919, -112.097

ETA [ Nov 14,2025 (@© 08:17 AM = ETA [ Nov 14,2025 (@© 08:17 AM =

ETC [5 Nov24,2025 (@ 08:17 AM | ETC [5 Nov24,2025 (@ 08:17 AM |

* This view link displays regardless of current

2

check-in sent using the app, this is to easily e g

navigate back to the work order to update as omeoms  ELECTR - 00.27.49

needed.
\dditional Techs Addit Ifl
= 0 C ist Checklist

* If/when you need to pause your billable time O o
for any reason, you can do so with the “Break” e
button at the bottom of the screen. Once you = EQ?I;WTI
are done with your “Break”, you will need to
click “On My Way” and follow the check in
process to continue working as well as update
the tech count if needed.

{1 Arrive By - Nov 24, 2025 12:00 AM




CBRE

Work Order Flow:
Communication

& = Work Order Details & = Comments

e  Within the “Work Order Details”
Screen there is Comment Icon.

*  When you select “Comments” you will
be brought into a new page where you
can view all comments that have been
added to the work order.

* At the top of that page, you will see
“Add Comments” and “Email
Comments”.

* To add a comment, you can select
“Add Comment” and hit “Submit” you
are done typing in your comment.

* To email a comment, you can select
“Email Comment”, select from the list
of associated users or enter the email
address in which you want to send the
comment to, enter in your comment,
and then select submit to send that
comment via email.

WEB-3276780

In Progress
MINOR ELECTRICAL / MINOR ELECTRICAL

Priority: P24 DNE: UsD 0.00

ETA [ Novp 4, 2025 (O 08:17 AM

ETC [ Noi4, 2025 (@ 08:17 AM

B comMenTs @ | @ATTACHMENTS @
00:44:28
re L) =

1 M i
Break Change Status Work Done

€ = Add Comments

E Add Comment for WEB-3276780 / MINOR
ELECTRICAL MINOR ELECTRICAL

M Add Comments B2 Email Comments

Subject:
WO: IFM | DGC-20071 | WEB-3276780 | MINOR

Readable by:

[] client

ed in. Total travel time 1

Enter your Comments:

Will be onsite in 30 minutes.
1 FSEliteConnect

Also adds comment

minute(s).

SEliteConnecy

& = Email Comments

n Add Comment for WEB-3276780 / MINOR
ELECTRICAL MINOR ELECTRICAL

Subject:

WO: IFM | DE_ 20071 | WEB-3276780 | MIN!

Enter your Comments:

W Submit




Work Order Flow: CBRE
Status Change

Once you stop work for the day, but the work order is not yet completed, you have the option to select “Change Status”.

When selecting Change Status, you will follow the prompts to check out of the work order by selecting the appropriate
status, this is generally for when a return visit to the location is needed.
* Status Options (examples on next page):

- Pending Quote in the case that the you need a quote to complete the job.

Note: If work is an emergency and can be completed same day, please call in for an onsite DNE increase.

- In Progress/Follow Up in case you are waiting on direction from the client and/or a return visit is needed to the site.

- Waiting on Materials in case you need to obtain/order materials and will not exceed the DNE.

Please note: Changing the status will not prompt you for “after” pictures.

* Once you selected the needed status, select “Submit”, confirm the status change by selecting “OK”. Then the “Status Change
Completed” pop-up will appear on your screen, select “OK” where you will be brought back to the work order overview screen.

* Verify the work order is in the correct status and then you are ready to proceed to your next job.
* Select the back arrow at the top left to go back to the work order list view.

27 %%k

**REMINDER: Make sure you adjust the number of technicians prior to selecting “Status Change”.



Work Order Flow: CBRE
Status Changes

& = Work Order Details Change Status 5 _ tat = Work Order Details

Select status of the work order

WEB-3276780

In Progress

WEB-3276780

Pending Quote
O = Follow Up

MINOR ELECTRICAL / MINOR ELECTRICAL i Pregress MINOR ELECTRICAL / MINOR ELECTRICAL
Priority: P24 DNE: USD 0.00 Priority: P24 DNE: USD 0.00

1805 W SOUTHERN AVE 19TH AVE, 9 ® Fc
Phoenix, AZ 85041

LAT/LONG: 33.3919, -112.097

1805 W SOUTHERN AVE 19TH AVE, 9
Phoenix, AZ 85041

(O Waiting On Materials LAT/LONG: 33.3919, -112.097

Confirm Status Change

ETA [5] Nov 14,2025 (O 08:17 AM o Status Change Completed ETA [ Nov14,2025 (@ 08:17 AM =

Work order status update
completed.

ETC [ Nov24,2025 (@ 08:17 AM [

01:11:28

ETC [ Nov24, 2025 (O 08:17 AM =

B COMMENTS @ ATTACHMENTS @

] ~ i
Break Change Status Work Done




Work Order Flow: CBRE
Completion and Wrap Up (examples on next page)

Once the work order is completely done, you will select “Work Done”.

When selecting Work Done, a Work Complete will pop up, and you will select the answer accordingly.

*  When you select “Confirm”, you will be prompted to take after pictures.

* Once you are done taking pictures, you will select “Continue”.

* You will then be brought to the “Digital Signature” page, where you can fill in the “What Was Done” and obtain the locations signature
and select “Next”.

Please Note: Details entered in “What Was Done” will transfer into the Description of work performed within the “Service Provider Invoice”
screen in fmPilot2.

* Once you select “Next”, you will be brought to a work order completion screen where you can fill in details of the work that was done. On
this page, you can add a description of the work done, how much labor was used, as well as any materials that were used. Vendor Roles
USER and MOBILE ONLY (as gone over in fmPilot2 training) are not required to fill in this page, it is optional. If they wish to fill it out,
once it is filled out, select “Save & Submit”. If they do not wish to fill it out, they can scroll to the bottom and select “Save & Submit”.
There will be a separate slide for ADMIN options we will go over shortly.

* Once “Save and Submit” is selected, another pop up will appear and again select the answer accordingly.



Completion an CBRE
Wrap Up Flow

& = Work Order Details & = Take Pictures & = Digital Signature

00:08:31

Please take "After" Work formed Picture(s).

WEB-3276780 —

In Progress

00:08:50

WEB-327678|

Work Comp@ted On:
11/17/2025¢ 10 PM

What was done?

MINOR ELECTRICAL / MINOR ELECTRICAL
Priority: P24 DNE: USD 0.00

1805 W SOUTHERN AVE 19TH AVE,
Phoenix, AZ 85041

LAT/LONG: 33.3919, -112.097

Work Complete

ETA  [5] Nov 14,2025 (@ 08:17 AM

ETC [ Nov24,2025 (@ 08:17 AM

00:00:40

i
+ Cheklist

Cancel to continue workj
Camera

Attached Pictures ov icture Tap on

5 remaining

;

Approver Signature

View AlSSsrachments

i [ i
Break Change Status Work Done -




CBRE

Completion and
Wrap Up Flow (cont.)

& = Digital Signature & = Digital Signature

00:09:50
- e Approver Signature

WEB-32 8780
Work C@mpleted On:
1MNM7/5 2512:11 PM

What was done? v Add Digital Signature

Light fixed, job completed.
Take Photo of Signature

1,973 characters remaining
Approver Title

Approver Signature
Cancel

@ Submit without a signature

If you are using Take
Photo of Signature, you
will be prompted to take a
photo, just like when you
check in.

& = Digital Signature

Approver Signature

clear €

Approver Name

Kevin Test

Approver Title

Manager

@ Submit without a signature

Have the store personnel
sign with their finger or a
stylus if you have one that
works with your device.




Submit Without CBRE
A Signature

& = Digital Signature = Digital Signature & = Digital Signature
If you choose “Submit without a Approver Signature Submit without signature Submit without signature :
. e mm s il SraTEk e Submitting without a signature Submitting without a signature
signature’, PP prompty can delay payment. can delay payment.
provide a reason why you are not , .
. . . Please provide a reason: Please provide a reason:
obtaining a signature.
Signer unavailable v Other
N : Location closed/afterhours service "
Once a Reason is selected, select Other
Next to continue. RSN seldRe Provide reason signature not
Signer uncomfortable due to Blovesalicie
* If/When “Other” is selected, please COVID
provide a reason in the field Provider forgot to obtain signature
provided, select Next to continue. R (may result in non-payment)

- ) ‘ Other
* Asignature is required by most ) ot
\pprover fice

clients in some form and if a CANCEL
S|gnatgre is not thalned, this can P— i
result in a delay in payment.

® Submit without a signature




Completion and

Wrap Up

User/Mobile Only Roles:

* Once you select Next, A “Confirm
Work Complete” pop up will pop
up, Select “Confirm” to go to the
“Work Completion Screen”.

* Once on the Work Completion
Screen, simply select “Save &
Submit”

*  Work Complete pop up, select Ok,
to move to Work Done screen.

* Select View Other Work orders to
locate your next work order!

REMINDER: Any information put into this page
will transfer to the Service Provider Invoice

within fmPilot2, still must have your invoice
submitted through www.fmPilot2.com.

3 Work Order Completion

B WEB-3276780 - MINOR ELECTRICAL/MINOR
ELECTRICAL

What was done:

Light fixed, job completed.

How much labor?

Confirm Work Complete

Level
Premium
Quantity

Description

Any Materials?

Select Charge

« Save & Submit

Work Complete

Work is completed, and
Work Order WEB-327678(
is ready to invoice.

CBRE

=— Work Done

DOLLAR GENERAL

S ——

B WEB-3276780 - MINOR ELECTRICAL

/ MINOR ELECTRICAL
Dollar General: DGC-20071

1805 W SOUTHERN AVE 19TH AVE,
Phoenix, AZ 85041

~1 Arrive By - Nov 14, ®© 08:17 AM

2025

i Complete By - Nov 24, ® 08:17 AM

2025

@ Light switch in the backroom no

longer working. Needs to be
checked.

¢
Thank You.
Work is complete.

@ View Other Work Orders



http://www.fmpiiot2.com/

Completion and CBRE
Wrap Up

Admin Role Option 1
(Preferred Method):

a Work Order Completion =— Work Done

B WEB-3276780 - MINOR ELECTRICAL/MINOR
ELECTRICAL

GENERAL

F——

* Once you select Next, A “Confirm
Work Complete” pop up will pop
up, Select Confirm to go to the
“Work Completion Screen”.

WEB-3276780 - MINOR ELECTRICAL
/ MINOR ELECTRICAL

Dollar General: DGC-20071

1805 W SOUTHERN AVE 19TH AVE,
Phoenix, AZ 85041

~1 Arrive By - Nov 14, ® 08:17 AM
2025

| Complete By - Nov 24, ® 08:17 AM
2025

Light fixed, job completed.

Work Complete
Invoice Number

Confirm Work Complete

* Once on the Work Completion Attachment

Screen, simply select “Save &
Submit”

How much labor?

(0 Light switch in the backroom no
longer working. Needs to be
checked.

Level

*  Work Complete pop up, select
Confirm, to move to Work Done
screen, and submit your invoice
through fmPilot 2 later. Description

Premium

Quantity

&
Thank You.
Work is complete.

* Select View Other Work orders to
locate your next work order!

will transfer to the Service Provider Invoice
within fmPilot2, still must have your invoice
submitted through www.fmPilot2.com.



http://www.fmpiiot2.com/

Completion and

Wrap Up

Admin Role Option 2
(Not recommended):

* Once you select Next, A “Confirm
Work Complete” pop up will pop
up, Select Confirm to go to the
“Work Completion Screen”.

* Once on the Work Completion
Screen, fill out the needed
information, Invoice, add any
attachments.

* Add How Much Labor and/or
Other charges as needed.

CBRE

= Work Order Completion
B WEB-3276780 - MINOR ELECTRICAL/MINOR

ELECTRICAL

Light fixed, job complel d,

Invoice Number

Confirm Work Complete
Attachment

Confirm al

How much labor?

Level

Premium

Quantity

Description

Clear

= Work Order Completion

w7 Save & Submit

How much labor? ‘ 9

Level Manual Enty,

Premium Standard

Quantity
Labor - Add Item

Descriptioi

Labor

145 characters remaining

Any Materials? \dd Ite e

Select Charge Trip Chargg

Option Manual Entry St...

Quantity

Any Material - Add

Descriptic
ltem

Standard Trin Charno
SRS Rl=R oS

Clear

W Save & Submit

= Work Order Completion

Option Standard +

Quantity 1

12.95
Cost/Unit

Any Materials - Add

Descript Iltem Options

Light switch

137 characters remaining

Select Charge
Material

Trip Charge
Part

Freight

Tax

Cancel




Completion and

Wrap Up

Admin Role Option 2
(cont):

* Remove Items by selecting the
Red Trash icon

*  Once the Work Completion
Screen is filled out with the
needed information, review and
select “Save & Submit”.

*  Once Save & Submit is selected
your invoice will be submitted
through fmPilot2 and no further
action is needed at this time.

*  Note: The Client and/or Account
team may follow up requesting
more information and/or advise
of any edits needed.

= Work Order Completion

Premium Standard
Quantity

Description

Standard Labor

s remainin g

Any Materials?

Select Charge

Option Manual Entry St...

Quantity

Description

Standard Trip Charge

30 characters remaining

Clear

Trip Charge ~

W Save & Submit

= Work Order Completion

B WEB-3276780 - MINOR ELECTRICAL/MINOR
ELECTRICAL

Whallwas done:

Ligh' witch was fixed, work completed.

Invoice Number 345672

Attachment 1]

How much labor? e e

Level Manual Entry ~
Pr-mium Standard
Q antity

Dt scription

Labor

145 characts

Clear

W Save & Submit

= Work Order Completion

Opton Manual Entry St...

Qua ity
De: iption

Standard Trip Charge

130 characters remaining

Select Charge Material ~

Option Standard +

Quantity

Cos /Unit

Des ription

Light switch

137 characters remaining

Clear

- oncetne vorcconpis oo | N N RN B

displays, select “Confirm” t
submit.

CBRE

Work Complete

'(:")Hl!)\t"[' a, ¢
dice #34¢
submitted.

CONFIRM



Work Order Flow: CBRE
Final Steps S

Once you select Confirm to submit, you will be brought to
» . B WEB-3276780 - MINOR ELECTRICAL
the “Work Done” screen. / MINOR ELECTRICAL

DOLLAR GENERAL

e ey Doy iy

& Dollar General: DGC-20071

. ” 0 1805 W SOUTHERN AVE 19TH AVE,
* You can select “View Other Work Orders” to go back to Phoenix, AZ 85041

your work order list. = ArriveBy-Nov14, © 08:17 AM
2025

™ Complete By - Nov 24, © 08:17 AM

2025

* As areminder, work orders are geofenced so the next
1 DNE - USD 0.00

work order will not appear unless you are within one mile o _ _
(i) Light switch in the backroom no
of the jOb site. longer working. Needs to be

checked.

©
Thank You.
Work is complete.

@ View Other Work Orders




Questions?

Systems Training and Support:

Contact Provider Enablement by sending an
email to ProviderEnablement@cbre.com or

calling 800-652-2056 Option #1.

CBRE


mailto:ProviderEnablement@cbre.com
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