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Downloading the App

Apple Device:

» Go to your App Store

» Search “fsElite Connect”

» Touch “get”

» Login to begin using the app

Android Device:

» Go to your Play Store

» Search “fsElite Connect”
» Touch “Install”

» Login to begin using the app
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Logging In

Logging into the app is simple and easy. It uses
the same information as your login to fmPilot2 on
your desktop, just in a different format.

Example Credentials:

fmPilot2 Login: TST123450H\ Testprovider

fsElite Login:

Service Provider Code
(also known as vendor code): TST123450H

Username: Testprovider

CBRE | facilitysource’ CBRE | facilitysource’

fi TST123450H

Username

= Testprovider

o] o]

W) Remember Me ) Remember Me

Forgot Password? Forgot Password?

® ooy +1-(855) 783-6342 ® oo +1-(855) 783-6342
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Logging In

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

*  Your Service Desk. This is based on
which clients you serve. If you only
have one client, then you will be taken
straight into your work order list.

**If you are doing work for IFM, you will
select CBRE | FacilitySource.**

*  Your settings menu (hamburger
menu)where you can enable your
fingerprint login (assuming your
device is capable) and update your
password if needed. Face Recognition
is not currently available.

*  Please note: if techs are sharing a
login, I would advise them not to
change the password or others will not
be able to login.

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

— Service Desk

Source
2020 N Central Ave., 12th Floor, Phoenix,
ARIZONA, United States of America, 85004

XPO Logistics

5 Greenwich Office Park, Greenwich,
CONNECTICUT, United States of America,
06831

CBRE | facilitysource’

Jess Conerly

O Service Desk
o Settings

Text Size

CBRE | facility

Change Password Fingerprint Settings r‘|_)\

Password must be at least eight characters in length and must
contain at least one uppercase character, one lowercase
character, and one number or special character.

a

CBRE

Change Password Fingerprint Settings (! )

Fingerprint Login

Use your fingerprint for easier access to your account.

Fingerprint Recorded

L ]

You can now login to the app with your recorded fingerprint.

+ Enable Fingerprint




. CBRE
Accessing Work Orders

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 unless you are within half a mile up to 1 mile of the service
location due to the geofence we have in place for each of our locations.

* In order 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 have to use the funnel at the top right of the screen and select Show All.
This will bring up all your work orders (examples on next slide).

* When you first come into the app and you are NOT on site, you will receive a pop-up notification that
states “No Work Order Found”. You can hit “OK” and use the funnel to find your work order or use the
search bar to search for a specific work order number. Please remember to include WEB- or PM- when
searching using the search bar.



Work Order List and Filtering

Reminder: If you are NOT within one mile
of the location (within the geofence) work
orders will not auto populate. Use the
funnel or the “Search Work Orders Here”
bar to find your work order.

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

There is also a sorting feature so you can
sort your work order list how you want to
see it. You can sort by the work order
entered date, the schedule start date (also
known as ETA), the target start date, and
the target completion date.

— Work Order List i:' Sync =— Work Order List

Appliad Filters

Sorted by: Wark Order Entered Date

Wark Drdar Entered Date




Filtering

9:01+4

— Work Order List

Continued

B WEB-1036510/ In Progress

MINAR Bl Ef
MINOR ELECTR

—1 Arrive By - Jan 07, 2020 12:37 PM

E Comp

The “Other Filters” option
can 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 the geofence is
down and your work order
does not show up, or when
you need to search for your
next job.

CBRE

<

— Filters




= Filters

cz >
Priority Type Code
Q &

Status Location Type Code

Pending Acceptance Work Order Entered Date

P4 - 4 Hours Search with State..

Open From [ [

P24 - 24 Hours

Search with City.. : TSD/Target Start Date
P48 - 48 Hours
[ ]!n Progress I |

[ ] Follow Up
P120 - 5 Days SSD/Scheduled Start Date
[ ] Waiting on Material

Fre [ .
Scheduled - 30 Davs [] Waiting Pics

P72 - 72 Hours

Filters
TCD/Target Complete Date

Waiting to Invaice

[ —
Invoice Submitted
)
Type Code Date ) .
|._seteenaee. Pending Payment SCD/Scheduled Complete Date
I [

GREASE TRAPS

JANITORIAL

<@ Apply °C <@ Apply Clear All &> Apply

EXTERIOR LANDSCAPING
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Accepting Work Orders

You do have the option to accept (or reject) work orders via the app if you needed but you must have ADMIN status as your vendor role. Once you select the
funnel, you can select “Pending Acceptance” to filter for your work orders in that status.

Select the work order and you will be brought to the work order details screen. At the top, you will have the option to accept or reject the work order.

If you select “Accept”, you will be brought to another screen where you can put in your ETA on the work order and any comments you wish to putin such as an
update to the client as to when your technician will be on site. If you select “Reject” then you will be asked to provide a rejection reason, just like in fmPilot2.

Once you have put in your ETA (if you have one) and your comment, you can select submit to accept the work order. Your work order will then be moved into
In Progress.

== Work Order List Q Sync

— Work Order List

Applied Filters:

Applied Filters:



Acceptin

= Work Order List Q Sync

Applied Filters

Sorted by: Work Order Entered Date

¢ Online & Download

& WEB-2372328 / Pending Acceptance

GENERAL REPAIR f GENERAL REPAIR

XPOLogstics g PO Logistics: XPO-CGL,

Road, An
@' TESTING ONLY TESTING OMLY
{:} Priorily - 24 Hours [1 Business Dayl

| Arrive By - Apr 28, 2022 12:00 PM | Complate By - Apr 29, 2022 07:39 AM

< =— Work Order Details

" Accept Work Order * Reject Work Order

[ |

WEB-2372328 [/ Pending Acceptance
GENERAL REPAIR / GENERAL REPAIR

2211 0ld Earhart Read, Ann Arbor, MI £8105%
ETA - Apr 78, 2022 @ 12.00PM
ETC - Apr 29, 2022 Q@ or39aM
You can edit ETA & ETC after selecting

DNE - USD 0.00

TESTING ONLY TESTING ONLY

Priority - P24

Work Orders (cont.)

% Accept Work Order

E WEB-2372328 - GEMERAL REPAIR / GENERAL REPAIR

ETA
Agr I8, I0EE 12:00 PM
ETC

Apr 29, 3023 0737 AM

Comments Appreciated

= Submit

<

— Work Order Details

B Email Comments

M 0 B

Report Location Edit Work

00:00:00

B Comments

XPOLogistics

WEB-2372328 [ In Progress
GEMERAL REPAIR f GENERAL REPAIR

2211 0ld Earhart Road, Ann Arbor, MI §8105
ETA - Apr 28, 2022

ETC - Apr 2%, 2022

DNE - UsD0.00

TESTING OMLY TESTING OMLY

Priority - P24




Downloading Work Orders

If you are going into an area without cell service or cannot use data, you can download work orders to the app while you
are connected to Wi-Fi or have cell service. All changes will be updated in fmPilot2 once you go back online.

Please note: Work Order
must be in Vendor
Accepted, In Progress,
Follow Up, or Waiting on
Material in order to

= Work Order List

Applied Filters:

download the work
order.

You can use the check
box to select multiple
work orders and then
select the “Download”
button. If you want to
download a single work
order, you can select the
cloud with the down
arrow.

1 Complete By - Apr 18, 2022 0302 PM

If there is a little
green cloud,
then the work
order is
downloadable. If
the cloud is grey
(second work
order pictured),
then you will
not be able to
download the
work order
unless it is
updated to one
of the
downloadable
statuses.

CBRE

— Work Order List
Q Y

Search Work Orders here...

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

(& & 0nline @ Download

—

B WEB-1036510 / In Progress 7
MINOR ELECTRICAL / MINOR ELECTRICAL

P Mobile: 5 T-Mobile: TMO-8792, 3255 STEELYARD DRIVE,
CLEVELAND, OH 44109
(D) *TRAINING WORK ORDER, DO NOT SOLVE*
Store is experiencing o .. More

You will then
receive a
notification
stating the
download was
successful.

[ Arrive By - Jan 07,2020 1237 PM ] Complete By - Jan 02, 2020 12:37 PM

Success!

Select download.



CBRE
Work Order Flow: Confirm Location Details

* Once you find the correct work order and click into
it, you will be brought to the “Work Order Details”
screen.

* Here you can confirm the work order details such as
the work order number and the status of the work
order, address of the location, the DNE, and the
description of the work order.

* *Please note, if a technician is set up as a “Mobile
Only” user, they will not be able to see the DNE in
the app.”




CBRE

Location and Navigation

{ = Work Order Details 1M o T I 1 all T =)

e Once you find your work order and € = Route to Location for WEB-25543n0 @\5‘
Open it’ if you need tO get Directions to: 1400 PARK AVENUE P O BOX 327, NEW MATA...
irecti - b2 B
directions to the site you can select location  Edit Work , ) .
“% . ” ondon (41] =
Location” at the top of the work 0 0 0 0 | Mo | satelite O 0
- - - o a = @
order. This will bring you into the - o A ./ ‘ |
Ann Arbor Al a1 : & 1400 Park Ave > v
“Route to Destination” screen. This 4 o : S &
page gives you the ability to link o
into your device’s turn by turn T 7 S N
navigation system by clicking the | M b e WA o8 S e )
small white circle with the green ' Q 4 b
. Arrive By - "QHIO o, 1400 Park A\Ie &
arrow at the top right of the page. Sommgheis By~ i TS i Ca wheding AT
DNE - U C L — 9 5 ’“1"‘"9??‘“' a oo
* Using this feature allows you to 2 Places at This Address
navigate to job sites seamlessly s{ i Dollar General -
e VIRGINIA Na Bl e i L
through the app.

FedEx ?
14 ) F k A Ne Matamoras

Details

w
Check-In
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On My Way Feature and 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:

* Either search or filter for your 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
(mentioned on slide 11).

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

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

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



CBRE

WEB-1850918 / In

QL AENT /
Complian- )

Checklis . XPOLogsstics
You are on your way 3ULLS LANE, Chicago, IL

Progress

ETA - Mar 0 L “ o “ . '. ' Aty :". . " " : ETA - Mar 01
- . = == A cot
ETC 0 \ ETC - Mar 01,
e y 231
DNE - USI ) e
ETA - Mar U1, 2022
ETC - Mar 01, 2022

DNE - USD 2,000.00 Ty
j Jnik
Priority - P4 SC WO#: 198783181 Loca US-1003-Supercenter FM Reg o
y 12-4 ProblemDescription; 00M / Conveyor / Material Lift Priority - P4 > Priority - P24
/ Unit Out of Service - Em / fdgfh

Priority - P4

Note: : Once you have checked in to start the work, Check-Out
will be enabled.

Repair Description

You are on your way Cancel "On My Way

i

-
Check-In




Work Order Flow: Photos

Upon checking in you will be prompted
to open your phone’s camera to take
before photos. Once photos are taken,
they will appear below “Attached
Pictures”.

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

Once all photos have been taken, you
can select continue which will take you
back to the work order overview screen.
However, if you need to edit the photos
for any reason, you can click “View All
Attachments”. We will go over this
option on the next slide.

{ = Take Pictures

00:00:06

— =

CBRE

< = Take Pictures

00:02:24

— =




Work Order Flow: Viewing Attachments and

Editing Photos

Once you take your photos, you will see a “View
All Attachments” button.

If you select “View All Attachments”, you will
be brought to the View All Attachments page.
Here you can select a photo that you want to
edit or delete by clicking the check box to the
left of the photo.

You can then edit the name of the photo by
clicking into the box where the name of the
photois or you can delete the photo by
clicking the red trashcan. If you edit the name
of the photo, make sure you hit the yellow
floppy disc icon to save.

Once you are done, you can click “back™ at the
bottom of the screen to go back or click the
arrow at the top of the work order. This can
be done while taking photos if prompted as
well as on the attachment area of the work
order.

{ = view All Attachments

Before Work Captured Image(s)

Before_&.jpg

Before_3.jpg

Before_2.jpg

Before 1.jpg

{ = view All Attachments

Before Work Captured Image(s)

Select All

K ol E'; l Before_4jpg

Before_3.jpg

Before_2.jpg

Before_1.jpg

CBRE



CBRE

Adding Attachments T

If for some reason you are unable to add < = Work Order Details a @

£ comments Email Comments

photos when checking in/out of the
work order, there is an attachment area

in the work order (highlighted in -~ Ao - 5 No Recordl {_\\?
orange to the right). When you select | s il

that button, you will see a camera

option and a gallery option on the next 0 0 . 0 0 . 0 0

page. This makes adding photos after
you are done with the work order or
after an issue with the app is fixed
simple and easy.

{& WEB-2118782 / Pending Acceptance
ELECTRICAL / OUTLETS

This area can be accessed after the work
order has been closed out.




Multi Tech Check In

Multiple technicians cannot be checked
into a work order at once whether under
a different username or the same. Now
you can use the Multi Tech Check In
feature to address how many people are
with you on site.

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 additional techs to
your work order. “Me” is automatically
highlighted and does not need to be
pressed. The +/- buttons allow you to
adjust how many techs are on site with
you. This must be selected once you
finish taking your “before” pictures to
ensure time for multiple techs is taken
correctly.

( — Work Order Details

B Comments e B4 Email Comments

e 0 B

Edit Work

Report Location

00:00:03

WEB-2365273 / In
T ) f

Progress
GENERAL REPAIR NERAL RE

ENERAL REPAIR

Training for the App - Training for the App - Training for the App

Priority - P24

Change Status Work Done

CBRE



Work Order Flow: Tracking Time

Once you are back on the “Work
Order Details” screen, you will need to
leave your app running in the
background to continue to capture
your time on site.

If you need to pause your billable time
for any reason, you can do so with the
“Break” button at the bottom of the
screen. Once you are done with your
“Break”, you will need to click “Check
In” to continue working,.

< = Work Order Details

Report Location Edit Worlk

T

2:9

WEB-10346510 / In Progress

Complete By -

DNE -

CBRE



Work Order Flow: Communication

At the top of your “Work Order Details
Screen” there is Comments and Email
Comments. If you select “Comments”
you will be brought into a new page
where you can view all the comments
that have been put into 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’, type up your email, and
then select from the list of associated
users or enter the email address in
which you want to send the email to.

CBRE

€ = Work Order Details

E Add Comment for WEB-1036510 / MINOR ELECTRICAL

.

:02:57

4] WEB-1034510 / In Progress
Arrive By »

Complete By -

DNE -

< = Comments

Training Training

Training Training

NOR ELECTRICAL A

( = Email Comments

Subiect:
WO: IFM | TMO-8792 | WEB-1036510 | MINOR ELECTRICAL | C

Enter your Comments:

- Submit




CBRE

Work Order Flow: Status Change

Once you have completed the requested work for the day, but the job is not completely done, you will have the option to either
select “Change Status” or “Work Done”. If selecting “Change Status”, you will follow the prompts to check out of the work order by
selecting the appropriate status.

* Status Options (examples on next page):

-Pending Quote in the case that the you need a quote to complete the job. *if work is an emergency and can be completed same
day, please call in for an onsite DNE increase.”

-In Progress/ Follow Up in the case that you are waiting on direction from the client.

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

*Please note that changing the status will not prompt you for “after” pictures. *

* Once you see the success popup on your screen, select OK and 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.

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



Work Order Flow: Status Change

{ = Work Order Details Change Status

O Pending Quote

Edit Work :‘ In Progress

) Follow Up

0 0 : 0 0 : 0 3 (O Waiting On Materials

2365273 /

RAL RE

Priority - P24

Repair

Change Status Work Done

Select status of the work order
(DPending Quote
]

m

CBRE




CBRE

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

If the job you are on is completely done, you can select “Work Done”.

* Onceyou select “Work Done”, an alert will pop up on the screen and you will select the answer
accordingly. If you select “yes”, you will be prompted to take after pictures. Once you are done taking
pictures, you can select continue.

* Next, you will be taken to the Digital Signature page. More details on the next slide on the Digital
Signature. When you fill in the “What Was Done” section, it should transfer into the next page we go
over.

Then 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 they can hit

“save and submit”. If they do not wish to fill it out, they can skip to the bottom and select “save and submit”.
There will be a separate slide for ADMIN options we will go over.

Once “Save and Submit” is selected, another pop up will appear and again select the answer accordingly.
“REMINDER: Make sure you adjust the number of technicians prior to selecting “Status Change”.*
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Completion and Wrap Up Flow

( =— Work Order Details < — Take Pictures (

B Comments o Email Comments

N a 00:00:3

Report 0 Edit Work

00:00:03

=— Digital Signature

Flease take "After” Work Performed Ficture(s/.

Attached Pictures [To rer
{&t WEB-2365273 / In Progress '

GENERAL REPAIR / GENERAL REPAIR

2211 Old Earhart Road, Ann A M \Jo

ETA - Apr 1 10:48 Al <

ETC - Apr 22, 2 10:49 A Add Digital Signature

@ Training for the / raining for the App - Trainir

<& Priority - P24 Take P

— =

Work Done




<

— Digital Signature

00:00:19

<

Add Digital Signature

Take Photo of Signature

Digital Signature

Cancel

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

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

Digital Signature

Cancel

( — Digital Signature
s

Jess Drew

Provider Enablement

Cancel

B Submit without a signature




Submit Without A Signature

If you choose to submit without a
signature, the app will prompt you to
provide a reason why you are not
obtaining a signature.

A signature is required by most clients in
some form and if a signature is not
obtained, this can result in a delay in
payment. A signature confirms you were
on site, as well as a check in/out on the

app.

If your client does not have the digital
signature turned on, you can obtain the
signature the way you usually do.

As stated before, it will be the client's
choice to turn this feature on.

Submitting without a signature can delay

payment.
Please provide a re:

Pleace Select...

Location clesed/afterhours service

Signer unavailable

Signer uncomfortable due to COVID

Provider forgot to obtain signature Imay result in nen-payment|

Other

Cancel

CBRE



Completion and Wrap Up

Option 1

Your “what was
done” should
transfer from your
digital signature
page. Ensure that it
is there and then just
hit save and submit.

REMINDER: Any
information put into
this page will
transfer into your
invoice into
fmPilot2, BUT you
still must submit
your invoice online.

— Work Order Completion
B WEB-2365273 - GENERAL REPAIR/GENERAL REPAIR

What was done?

This is what was ern»:al

How much labor? o

Level Manual Entry
Premium

Quantity

return

g

User/Mobile Roles
T

=— Work Order Completion

B WEB-2554299 - PAINTING/PAINTING

What was done:

This is what was done

How much labor?
(Add details about labor) Add Item e

Level
Premium

Quantit 1y

Add Desc

Any Mater Item e

Select C jelect- v
Option

Quantity

Add Description here...

CBRE
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Completion and Wrap Up  User/MobileRoles
—

12:41 gl T @m — Work Order Completion

O . 2 ( =— Work Order Completion — Work Order Completion B WEB-2554299 - PAINTING/PAINTING
ption 2:

you can fill
out each __
field which [
does load How much labor? .4dd1:em°

(Add details about labor)

lnto your Level Manual Entry How much labor?

. . (Add details about labor) YL o
Invoice Premium P ct
- Level Manual Entry +

SeCtiOn in Quantity

B WEB-1795190 - MAJOR ELECTRICAL/MAJOR ELECTRICAL B WEB-2554298 - MAJOR PLUMBING/MAJOR PLUMBING What was done:

What done? This is what was done
at was done?
(Add details about the work you have completed) What was done:

This is what was done.

uch la

Invoice Number Level

Attachment Add Attachment § Premium

Quantit

OnCe Ou Premium -Please Select- v Any Mater

fmPilot2, ; tyh . i

) select the .

bUt thls Any Materials? Option «
drop down o

does not Select Charge ext to wo

submit an B 1) ium for Materials

Invoice as your labor, also has

mentioned the adrop

before. options will down.

pop up below. Cancel




Completion and Wrap Up ApmiNRole

The Admin role in the app does have
some additional options. On the work
order completion screen, the Save and
Submit buttons are separated. An
ADMIN can either:

a. Skip entering the details of the
invoice by selecting “Save”. This
will move the work order into
Pending Vendor Invoice in
fmPilot2 so details can then be
entered there.

OR

b. Enter the details of your invoice.
Once done, you can select “Submit”. IF
YOU SUBMIT details on your invoice,
this submits the invoice in fmPilot2 as
well.

12:25

= Work Order Completion

B WEB-2554298 - MAJOR PLUMBING/MAJOR PLUMBING

This is what was done.

Invoice Number

Attachment

How much labor?

Level

Premium

Quantity

Any Materials?
Select Charge
Option

Quantity

CBRE

If you start to fill out the details and
decide not to continue, you can select the
“Clear” button and then “Save” and it will
follow the “a” option.

If you just select “Submit”, the app will
give an error and ask you for an invoice
number. From there, go back to “a” or “b’
previously listed.

How much labor?
(Add details

Level
Premiun

Quantit

Add Desc

Any Materials?
Select Charge
Option
Quantity

Cost/Unit




Work Order Flow: Final Steps

Once you “Save and Submit” on the work order completion
screen and put in your digital signature from the client, you will
be taken back to the “Work Order Details” screen. You can then
confirm the work order is complete. The screen shots on this
page shows a completed work order.

* You can select “View Other Work Orders” to go back to your
work order list.

* Asareminder, work orders are geofenced so the next work
order will not appear unless you are within one mile of the
job site.

CBRE

— Work Done

00:00:36

B WEB-2365273 - GENERAL REPAIR / GENERAL
REPAIR

) XPO Logistics: XPO-CGL

2211 0ld Earhart Road, Ann Arbor, MI 48105
i Arrive By - Apr 15

Complete By - Ap 2 @ 10:49AM @
) DNE - USD0.00

Training for the App - Training for the App -
Training for the App

)
Thank You.
Work is complete.

(i) Repair Description

This is what was done

@ \iew 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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