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- Safeguard Mobile - Completing an
Order

This user guide details how to complete an order in the Safeguard Mobile App. The work order script
defaults to show all questions on one scrolling page. You do not need to go to a separate page/screen

for each question.

Completing an Order
After logging into the Safeguard Mobile app, the Orders page displays. Find the order that needs to be

updated.

Tap the dropdown arrow to see additional information about the order.

WO Number: 500013505

3927
ake Worth, FL 33467

09725/2023 IVERRD

WO Number: 500013511

O

2563 CHASE WAY
PARMA HEIGHTS, DH 44130
09/25/2023 Fl

=

If you have not started the order, then it shows as Not Started (1).

If you have started the order, then it shows as Started (2).

09/24/2023 s

WO Number: 500013503

09/25/2023 IV6RRD

WO Number: 500013505

09/25/2023 IVERRD
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1. Tap the order to access the Order Details page.

= Orders (72) o

097252023 WERRD.

9202023 ome

& Taghs
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The Order Details page displays and shows basic information about the property or the work order. It
also allows you to access the various photo features and to start the work order.

1. A QUEUE button that sends an order 10:51 9 56.4847%
to the transmissions page. ¢ Order Details o UG
e It remains grayed out until
all required information anc
photos have been provided. e
2. Afront of house image if a work
order has been previously completec

Detailz
at the location. 2563 CHASE WA
PARMA HEIGHTS, OH 44130
The property address.

2]
The work code.

CMme

08/25/2023

The client code/name.
The work order’s due date.

RUDY STRASSA

500013511

Nouks~uw

The lockbox code if an interior

(3]
(4]
(5)
60
° (9]
inspection, ® 09/20/2023
8. The mortgagor’s name. g
9. The work order number.
10. The order date.

(23 Camera E Gallery [ Label
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2. Tap the Instructions tab to view the work order instructions.

10:51 @ 5G.4847%

& Order Details QUELE

2563 0
PARMA HEIGHTS, OH 44130

Al

The instructions for the work order display.

Special Instructions

No instructions

nstructions

44130 Version Attempt door knock 1o verify cocupancy. If
door knock is ot possible, attempt contact with neighbars
for the accupancy & if mortgagor lives in property. No
Doorhanger here |s where | am adding a pound sign # this
i the text after the pound sign

Latitude and Longitude Information:

» Latitude
* Longitude

3. Tap the Notes tab to see or create any notes about the property.

1081 @ 56.4847%

& Order Details QUEUE

2563 CHASE WaY
PARMA HEIGHTS, OH 44130

Al

The Notes page displays.

1051 ® 56.4@47%

€ Order Details QUEUE

© Add New Note
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For ISO and Insurance Loss orders, a fourth tab displays: Scheduling.

158 © 56.4E@53%
€ Order Details QUEUE
Details I |
2 WILDFIRE
E3RNN

e Tap the Scheduling tab.
e Tap the Load Scheduling Portal button.

12:06 b b © 564 @51%

& Order Details QUEUE

Seheduling

I © Load Scheduling Portal I

The Scheduling Portal page displays and can be completed as needed.

12:26 B @ 5G.d Qa8%

€ Scheduling Portal

SafeView(™

INSPECT s

Address: 2 WILDFIRE

Client: STFARM
Order No: 500013251

Due Date: 09/23/2023

Scheduling
Scheduling
Who was Contacted REQUIRED

Result of Contact Attempt REQUIRED

Notes

1 Characters min 956 Characters max
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Contact (1), Go (2), and Stop (3) icons also display for these work orders on the Orders page.

WO Number: 500013251
=@
09/23/2023 E3RNM

WO Number: 500013252

091772023 09/23/2023 E3RNN

List View

WO Number: 500007515

12122 KEITH AVE
07142023 07/19/202% E6RNN

WO Number: 500007516

EEIE]

07/19/2023 EZRRD

If the IL order has scope documents, then a Scope Docs tab is also visible.

Tap the Scope Docs tab.

12:37

Details

& Order Details

[]

PARMA HEIGHTS, OH 44130

© 5G4 dasx

QUEUE

25639 FOOTBALL WAY

The Scope Documents page displays.

Tap the Download button to download the necessary documents.

Scope Document 1

Scope Document 2

Scope Document 3

Scope Document 4

Scope Document 5

Scope Document &

Scope Document 7

Scope Document &

Seope
—Logs

Download

Download

Dy ad

) oa
Download
Download

Safeguard Properties Management, LLC

External Use Only
Updated: 09/19/2023



=)

To complete a work order:

4. Tap the START button to begin the work order script.

2563 CHASE WAY
PARMA HEIGHTS, OH 44130

Fi
CME
09/25/2023
2av1

RUDY STRASSA
500013511

09/20/2023

(&) Camera E3 Gallery [ Labe!

If you are more than 300 feet away from the subject property, then you receive a pop-up notice showing
your location compared to the location of the property.

e Tap the CANCEL button if you believe you are at the incorrect location.
e Tap the OK button if you are at the correct location and wish to continue with the order.

- @ ®

The Survey, or work order script, page displays. The page defaults to show questions that are required
to complete the script. Additional questions may be added depending on how other questions are
answered. The questions themselves are grouped together by station. A station is a group of questions
that pertain to a particular topic, such as the main structure, yard, or general condition.
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Stations

Tap the Station button on the upper right side of the page to see a preliminary list of stations.

12:48 @ i © 5G4 0%

€ Survey QUEUE

LOAN INFORMATION
Completed Date
09/20/2023
GENERAL

Gccupancy Status

Are there any citations, viclations or notices
posted?

O ves
O Ne

Verified By

QO visual
O Neighbor
O Dther

MAIM STRUCTURE

1s the property in an HOA controlled area?

@) Camera [ callery B vLabel >

The Station List screen displays and shows a preliminary list of nine (9) stations in this example. That
number can vary based on the type of order being completed and even how questions within the script
are answered.

Station List

Q

@ Loaninformation @
QO General @

O MainSiuctue @

O Detached Swuctures
[O N 1 ]

Q vae @

QO uiilities @

QO General Exterior (@)
QO General Condiion
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Tap in the Search field and enter a station name. Only that station appears in the list.

Station List

I Q  Pool I

Q roo @

A green circle with a white check mark means that
the station is complete. You have answered all @ Loan Infarmatian
required questions and provided all of the required
photos for that station.

A red circle with a white exclamation mark means
that the station is incomplete. You either have O Main Structure 0
required questions to answer and/or required photos
you need to provide for that station.

Tap the station name to be taken to it in the script. This is helpful when completing a long script and
you have something to complete in a particular station.

Tap outside of the Station List screen at any time to be taken back to the Survey page.

Station List

Q

@ Lowm iformation
O cereral @
O vonstcwre @

Tapping the left and right arrows at the bottom of the page also takes you from station to station.
Tap the left arrow to be taken to the previous station.

Tap the right arrow to the taken to the next station.

Using the Uniform Appraisal Data (UAD)
Defi deaC ting for this
prop
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Queue Button

The QUEUE button is also displayed at the top of the Survey page. Again, this button remains grayed
out until all required questions have been answered and all required photos have been provided.

1248 € g © 5G4 046%

& Survey QUEUE Stations (9)

LOAN INFORMATION

Completed Date

09/20/2023

If you tap the QUEUE button before all of the required information has been provided, an error message
displays at the bottom of the page.

The message details what information is required for the order to be considered as complete.

There error message displays up to ten items. If the order has more than ten, then a generic message is
shown instead.

Tap the Continue button to return to the Survey page.
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Answering Questions in the Script

If the question is required and unanswered in the script, a red required box appears on the right side of
the page next to that question (1). Once the question is answered that box turns from red to green (2).

Are there any citations, violations or notices o
posted?

Q Yes

QO ne

Verified By e

Q visual
O nNeighbor
@ other

There is no designation if the question is not required.

Using the Uniform Appraisal Data (UAD)
Definitions, provide a Candition Rating for this
property.

€2 Very minor work needed

Were there any observed escalated events or
issues at the time of this inspection?

QO ves
® ne

Comments

@ camera calery 0 a® <

Questions in the script can be accessed and answered through a dropdown arrow (1), by tapping the
corresponding radio button (2) or typing in a short answer (3).

LOAN INFORMATION

GENERAL

Occupancy Status

Argthere any citations, violations or notices
rav

Q ves
Q no
Verified By
Q visual
O Neighbor
@ other

Othes Description

MAIN STRUCTURE

1. Answer all questions in the script.
2. Scroll down the page as needed to see additional questions.
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Some questions may already be pre-populated with answers.
3. Review those answers for accuracy and update/change them as needed.

Please note: The Property Value question requires the full amount, not just the first two or three digits
of the value.

MAIN STRUCTURE

Garage Type

Property Value (Provide Full Amount)

4. Tap the Apply button after making your selections if the question allows multiple answers. You
may need to scroll within the list of answers depending on the number of options provided.

Do any of the following roaf conditions
exist?

[J pmgrpiscon. Gutters

[ pmardiscen. Downsput/ext

[ orainage concems

[0 wissing or damaged drain pipes

[ obvs. Roof dmg. (shingles, fascla, soffits)

Mone

If the information provided in the update was inaccurate, tap the RESTART button to start anew (1).

If you exit an order while in the process of completing it, then you can pick up where you left off by
tapping the RESUME button on the Order Details page (2).

@ -:aro & Gallery G] Labe
RESTART ‘ RESUME
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Images

As you answer questions in the script, an image label carousel displays at the bottom of the page.
Depending on how questions are answered, additional labels are added.

GEMNERAL CONDITION

Property Secure

@ Yes
O No

Using the Uniform Appraisal Data (UAD)
Definitions, provide a Condition Rating far this
property.

‘ @
[3) Camera Gallery B Label {

Tap the down arrow to hide the carousel.

GEMERAL CONDITION
Property Secure

@ ves

O e

Using the Uniform Appraisal Data (UAD)
Definitions, provide @ Gondition Rating for this
property.

(8 Camera Gallery [ Lebel ¢ ?

The Label button shows the number of images that are required for the order. In this example, there

=]

(B Camera Gallery i { >

are six (6) required images.

Please see the Safeguard Mobile — Adding Photos to an Order user guide for information on how to use

the various photo features available in the app.

12 Safeguard Properties Management, LLC External Use Only
Updated: 09/19/2023



Completing and Transmitting an Order

Once all the required questions and image labels have been completed, then the QUEUE button turns
from gray to green in color.

1. Tap the QUEUE button to queue the order for transmission.

2:54 T 5G.4 0100%

€ Survey QUEUE Stations (9)

UTILITIES
GEMERAL EXTERIOR

Do any of the following exterior conditions exist?

Exterior Condition

@ Good
Q rair
O Foor

GENERAL CONDITIOM

The order closes out and you are returned to the Orders page. The order itself moves to the
Transmission page.

Please note: You do not need to transmit an order immediately after it is completed. This is especially
true if you are in an area with limited connectivity and need to wait until there is better service.

Remember, the number next to the Transmission button denotes how many orders have been queued
and are waiting to be sent to Safeguard.

2. Tap the Transmission button on the bottom of the page.

WO Number; 500073676

08/26/2023 Fl
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The Transmission page displays and defaults to show any orders pending transmission (1). There are
tabs to see any orders that have failed transmission (2) and any that have already been submitted (3).

- Transmission

idle e e

Queued (2)

B select Al o

B order £500013511

2563 CHASE WAY
PARMA HEIGHTS, OH 24130

Order 8500013574

7845 WEDDING WAY
PARMA HEIGHTS, OH 44130

> e

Transmission

All of the orders listed on the page are selected by default to be transmitted.

If for some reason you do not wish to transmit an order, then tap the checkmark next to the order
number to de-select it.

8:42 @ 5G . @80%

= Transmission

idle

Queued (2)

B order 500013511

2563 CHASE WAY
PARMA HEIGHTS, OH 44130

rd er #500013574

7845 WEDDING WAY
PARMA HEIGHTS, OH 44130
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@ SGARTE

9:00

3. Tap the Submit button to transmit the remaining checked orders.

idle
Queved (2)

B sclectall

‘Order 8500013511

Transmission

563 CHASE WAY
PARMA HEIGHTS, OH 44130

) Order #30001357¢

7845 WEDDING WAY
PARMA HEIGHTS, OH 44130

2 @
|

9 5647

8%

The progress bar shows what percentage of the transmission has been completed (1). Likewise, what is

currently being transmitted shows at the top of the page (2).

9:04

= Transmissian

Queued (2)

B select all
Order #50001351

2553 CHASE WAY
PARM A HEIGHTS, OH 44130

0 Order #500013574

7845 WEDDING WAY
PARMA HEIGHTS, OH 44130

@ 5G4 W7IR

Once the transmission is completed, the top status shows as finished upload sync and the order is then

moved to the Submitted page.

9:07
Trans

mission

Queued (1)

I finished upload swcl

B select Al

O Order £500013574

7845 WEDDING WAY
PARMA HEIGHTS, OH 44130

External Use Only
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While unchecking an order stops it from being transmitted, it does not un-queue the order. An order
can be un-queued by doing the following:

e Tapping the Queued button.

Order #500013574

7845 WEDDING WoY
PARMA HEIGHTS, OH 44130

—

All the photos for the order display.

e Scrolling down to the end of the photos.
e Tapping the Un-Queue button.

e Tapping the Yes button when asked if you are sure you want to un-queue all selected
orders.

Are you sure you want to un-queue all selected

orders?

You are returned to the Transmission page, but the order that has been un-queued is no longer listed.

The order has been returned to the Orders page. You may need to refresh the Orders page for that
work order to appear. All information in the order is retained and you can resume it as needed.
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Please note: If you tap the Survey Summary button, then you can see the entire set of results you have

submitted for the work order.

Un-Queue Submit
Y

10:01 04 © 56aARE%
& SurveyInfo

Task 1 Type

F

Completed Date

09/20/2023

‘Submit Results 3rd Party
ve:

Occupaney Status
Arethere any citation, violations or notices posted?
Ne

Did you make contactz
No

ing doorbell?

s the property in an HOA cantrolled area?
Mo

s the roof of this home tarped?

No

Do any of the following roof conditions exist?
None

Building Type
One Story House
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Confidentiality Statement

This user guide and its materials contain proprietary
information, confidential information, and business trade
secrets and is the exclusive intellectual property of Safeguard
Properties, L.L.C. Any unauthorized copy, distribution, or other
use of this course or its materials is strictly prohibited.

© 2023 Safeguard Properties, L.L.C. All rights reserved.
This material is confidential and may not be copied, used, or distributed without the written permission of
Safeguard Properties, L.L.C.
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