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About the Client Portal

Your service provider has invited you to use the Client Portal, which lets you manage your account
and make payments online.

With the Client Portal, you can:

Pay Invoices (page 5)

See upcoming and past visits from your service provider (page 7)
View your account information (page 8)

Create Tickets, if supported by your service provider (page 18)

Make ACH Payments, if supported by your service provider (page 20)

Use the Manage Service mobile app for most actions (page 22)
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Set Up Your New Account

Your service provider will send you an email with a link to the registration page. After you receive it,
follow these steps to set up your new Client Portal account.

1. Open the email containing the signup link.
2. Click the link Click here to register. This will open a setup wizard in your browser.

3. In step 1 of the wizard, enter a username for yourself. It must have eight characters or more and
be composed of letters, numbers, periods, or underscores.

Note: Your username must be unique among all users of this program, so you might have to try a

few options till you find one that is accepted. A common method is to append numbers after your
name.

Step 1 of 4

Set Up Your Username

The username you create here will be used to
sign in to our system and aren't case sensitive.

bighen24

Username suggestions:

+ Username cannot be an email address
+* Username cannot have spaces

+" Username only contains letters, numbers,
periods, or underscores

+ Username eight characters or more

Previous

Already have an account?
Login

4. Click Next.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 2
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Service Autopilot

5. Enter your password. It must have eight or more
characters, upper- and lowercase letters, at least one
number, and at least one special character.

6. Click Next.

7. Answer three security questions.

Step 3 of 4

Choose your security questions

These questions will be used to help verify

your account.
What city were you born in? v
What was the model of your first car? v
What is your favorite dessert? v

Next

Previous

Already have an account?
Log in

8. Click Next.

9. Review and accept the terms of use. You can also opt in
to text message and email notifications.

10. Click Next. The page will reload and take you to a login
screen.

11. Enter your new username and password to log in.

The Client Portal has been updated!

Please log in with your current username and password to get started.

Welcome Back

Sign in to get started

bigben24

LOGIN

Forgot Password?
Terms/Conditions

Step 2 of 4

Set Up Your Password

The password you create here will be used to
sign in to our system.

uuu.uu..| ®

Password rules:

+ Password is eight or more characters

+ Password cannot have spaces

+ Password has upper and lowercase letters
+ Password has at least one number

+ Password has at least one special

character (excluding: + @ & "( ) < > #\")

Next

Previous

Already have an account?
Log in

Step 4 of 4

Review Our Terms of Use

Make sure you review and accept our Terms of Use in order to
create your account.

Last Modified: November 23, 2020

Acceptance of the Terms of Use

These terms of use are entered into by and between
You and Backtell LLC dba Service Autopilot
("Company." "we," or "us"). The following terms and
conditions, together with any documents they
expressly incorporate by reference (collectively,
“Terms of Use”, govern your access to and use of
ManageService.com or
ManageAndPayMyAccount.com, including any
content, functionality, and services offered on or

through ManageService.com or
ManagaAndDauhMuAreannt cam (tha "Waheita™)

ﬁél Accept

I would like to receive email and text notifications

Previous

Already have an account?
Login

© 2022 Service Autopilot Proprietary Information. All Rights Reserved.
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Using the Client Portal

Once you log into Client Portal, you'll have several options for what to do next. The options available
depend on how your service provider set up your account.

After logging in, you'll see the home page:

Mere's test account B Billing A Services B Tickets © Account
| & |
n'e s Good afternoon, Edward! 1201 Richardson Drive, Richar... (PRIMARY) v
ala

PAST DUE (1} Services Open Tickets

02/01/21 #1407 $70.83 Saturday 02/06/21

03/03/21 #1445 $150.00 Friday 02/26/21

03/03/21 #1444 $52.75 Thursday 06/15/23 OpenaTicket

You Owe: $273.58  Next Services xfj.(.)i/ﬁ

Make a Prepayment

Q

The navigation bar at the top shows the Display Name, different tabs you can access (described
below), a contact menu containing the company email and phone number, social media widgets, and
the option to log out.

If your company has Related Properties, select from the dropdown list to view different properties:

Mere's test account B Billing & Services B Tickets © Account

,,i,,, Good afternoon, Edward! 1201 Richardson Drive, Richar... (PRIMARvﬁ»

» S

If you have one Account, the dropdown list will appear gray as in the screenshot above.

You'll see a list of past due Invoices along with an option to Pay Now and a list of Services with the
option to view more details. Read on for instructions on paying your invoices.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved.
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Manage Payments

From the “Billing” tab, you have several options to manage your payments. Unpaid Invoices appear in
a list that you can search by Invoice Number, date, or amount.

Make a Payment

By default, all outstanding Invoices will be checked so you can make a single payment for all.

1. Click Select All Unpaid or click individual Invoice lines that you want to pay:

Mere's test account A Home B Billing & Services B Tickets © Account = | [ ¥} [> Logout

, Here are your inVOiceS, Edward. 1201 Richardson Drive, Richar... (PRIMARY) v

Make a Prepayment m CardonFile

Desclct A You Owe: $273.58
Past Due: $273.58
70.83 y @
INVOICE #1407 gue by 02701/51 LR ‘ Add Credit/Debit Card.
$150.00 flew P
INVOICE #1445 Due by 03/03/21 i Bank Account on File
$52.75 few P
INVOICE #1444 Due by 03/03/21 i ®
Add Account

Load Transaction History Q

2. Click the green Pay button at the top of the table. Paying an Invoice will open a screen to confirm
the Payment Method and make the actual Payment.

Make a Prepayment
You might have the option to make Prepayment if you are set up to do this.

Click the blue Make a Prepayment link next to the green Pay button. Prepayments will not
automatically apply to any existing Invoices or scheduled services.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 5
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See Your Current and Past Transactions
From the “Billing” tab, you can:
e View PDFs of each individual outstanding Invoice.

e See a list of previous payments and credits by clicking Load Transaction History.

INVOICE #1407 7083 s m——

INVOICE #1445 g}i‘agﬁ’m - B viewpoF

INVOICE #1444 g%ffs oaan W i |
I Load Transaction History ]

e Click Load Invoices under any payment to view the invoice(s) it's associated with.

Your Transactions

Credit +$52.75 Applied to

CC Refund Paid on 01/15/21 None

Payment $202.75 Invoice(s)

Visa Paid on 01/15/21 1408

Payment $96.93 Invoicels)

Discover Paid on 11/02/20
Add a Credit Card

From the “Billing” tab, you can add a credit card to remain on file.

Check Autopay Enrollment

From the “Billing” tab, you can see whether you are enrolled in Autopay.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 6
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See All Jobs

The “Services” tab shows your currently scheduled jobs, past service history, and jobs that are on
your Account but not yet scheduled:

_|,$ Here are your services, Adam.

My Services

== N Bed Maintenance ® e sz ose e

29 W 04/29/2020 | Wednesday - " @

Snow Plow

sus | Lawn Mowing B e Bed Maintenance ®

28 [ 07/28/2021 | Wednesday

Auc § Lawn Mowing = @
08/04/2021 | Wednesday = e
~us i Lawn Mowing 2 RO
08/11/2091 | Wednesday = e
auc i Lawn Mowing ® e
18 N 08/10/2021 | Wednesday -

(=)

The Services listed on the right have been added to your Account but are not yet scheduled. When a
job is scheduled, it will move to the left side of the screen.

Create a Ticket on the “Services” Tab

If your account allows it, you can click a card to submit a Ticket related to the Visit:

Bed Maintenance X
Other v
29 | found these sunglasses in my flower bed, do they belong to
one of your guys?ﬁ
Wednesday @
04/29/2020

See “Open a Ticket” on page 18 for full instructions.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 7
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View Your Account Information

The “Account” tab shows current information about your account.

" B0 Euwos §

Mere's test account A Home 3 Billing & Services W Tickets
’
2 Here's your account, Steven. Alen, TX715002
Billing Options Security Additional Information
Enrollin Autapay? v CarotCarStever — mail [
AT ———
daged | iessssess 1469)219-9999
m (3) Security Questions pdate Ans Home Pt
Card onFile
Vork P
Other Phone
® S
AddCreditDebit Car. og's N
Birthd.
Bank Account on File m
& Use this bank account for Autopay
CHECKING 4 EDIT
e JPE—
Slteven Car| 3156

On this tab, you can:

e Update your autopay setting.
Note: Enrolling in autopay will update existing scheduled Jobs to be paid using autopay.

e Update your contact information including username, password, security questions, email, and
phone numbers.
The “Additional Information” panel will display the email and phone numbers on file for your
account.

e Change Custom Fields, if any are provided.

See “Manage Your Account Information” on page 17 for full instructions.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved.
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Make a Prepayment

If you are set up for them, you can make Prepayments, which are separate from any existing Invoice.
When you make a Prepayment, it will be recorded on your Account. After you receive an Invoice, you
can select the Services to which you want the Prepayment to apply. To make a Prepayment:

1. From the “Home" tab, click the blue Make a Prepayment link in the account balance panel:

Mere's test account

#A Home B Billing & Services

Good afternoon, Steven!

PAST DUE

11/01/16 #692
02/01/17 #1442
05/01/17 #1441
12/01/17 #1440
05/01/18 #817
VIEW MORE

You Owe:

) Services

$78.10
$150.00
$150.00
$255.00
$71.50

$1,339.60

Make a{fjepaymem
")

Next Services

B Tickets 6 Account

03/08/21
Monday

View Details

Open Tickets

I'm ot paying

2. By default, the credit card on file will be selected for use. Click Use Different Credit/Debit Card to
enter a different card:

Make a Prepayment

1. Payment Method

CARD ON FILE NAME ON CARD EXPIRES ON
AMEX ending in 1004 Steven Carl 04/2023
Use Different Credit/Debit Card
CHOOSE THIS OPTION FOR:
One-time Payments
2. Amount to Prepay
‘ $ | 0.00 4—‘
Prepay TOTAL: $0.00

Terms/Cenditions

3. Enter the amount of the Prepayment in the Amount to Prepay field.

4. Click the green Prepay button.

A confirmation message will appear, and you can see it immediately in your list of transactions on the
“Billing” tab.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 9
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Pay an Open Invoice

To make a credit card Payment, follow these steps:
1. Log in to the Client Portal program.

2. From the Home Page, click Pay Now.

Mere's test account A Home B Billing A Services M Tickets A Account

| &

Good afternoon, Steven!

PAST DUE L) Services Open Tickets
11/01/16 #692 $78.10  pay
02/01/17 #1442 $150.00

05/01/17 #1441 $150.00 -
12/01/17 #1440 $255.00

05/01/18 #817 $71.50

VIEW MORE

You Owe: $1,339.60 OpenaTicket

Next Services 03/08/21

W -
Make a payment g hY
‘ ‘

View Details

3. Check the boxes next to the Invoice(s) you want to pay or click Select All Unpaid.

4. Click the green Pay button.

Mere's test account A Home A Billing s Seryices M Tickets O Account

-° Here are your invoices, Steven.

Invoice # MM/DD/¥Y, Amount Make a Prepayment

Select All Unpaid You OW::J$1,339.60
Past Due: $1,339.60

$78.10 iew
INVOICE #692 Dus by 11/01/16 B View PDF

$150.00
INVOICE #1442 Due by 02/01/17 B ViewPDF

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 10
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5. To use the credit card already on file, click PAY INVOICES. Otherwise, add the card information
for the card you would like to use.

Make a Payment (1 Invoices)

1. Payment Method

Use Different

CARD ON FILE
AMEX ending in 2376

Credit/Debit Card

CHOOSE THIS OPTION FOR
One-time Payments

NAME ON CARD EXPIRES ON
12/2026

2. Review Invoices to be Paid

INVOICE #998

$30.00

Remove

PAY INVOICES

TOTAL: $30.00

6. Click Got it to dismiss the confirmation message. You'll then be returned to the “Billing” tab.

9

Payment Success

Got Tt

Your payment of $30.00 was successfully completed.

X

To see the new Payment applied to the Account, refresh the “Billing” tab.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 11
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Reset a Password

If you forget your password (and don’t we all?), you can reset it using your username and the answers

to your security questions OR the email address for your account.

In the Client Portal, follow these steps.

Reset Password with Security Questions
1. Go to the Client Portal URL or the Client Portal app to log in.

2. Click the Forgot Password link below the green Log In button.

Welcome Back
Sign in to get started

Username

Password

Forgot Password?
Terms/C| rlitions

3. Enter your username and click Next.

Step 1 of 3

Forgot Password

Enter your username

[ Billgrably }

4. Answer the security questions and click Next.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved.
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5. Enter a new password and click Submit:

Step 3 of 3

Reset Your Password

The password you create here will be used to
sign in to our system.

ssesssssesse sHow

Password rules:

+ Password is eight or more characters

+ Password cannot have spaces

+ Password has upper and lowercase letters
+ Password has at least one number

+ Password has at least one special
character (excluding: + @ &' () < > #\")

Reset Password with an Email Address

1. Go to the Client Portal URL or the Client Portal app to log in.

2. Click the Forgot Password link below the green Log In button:

Welcome Back
Sign in to get started

Username

Password

LOG IN

Forgot Password?
Terms/(§ itions.

3. Enter your username and click Next.

Step 1 of 3

Forgot Password

Enter your username

[ Billgrably ]

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 13
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4. Click Forgot Security Questions? under the Next button:

Step 2 of 3

Security Questions

These guestions will be used to help verify
your account.

What was the model of your first
car?

N |
o=

Forgot Securjty Questions?

5. Enter the username and email address for the Account and click Next.

Forgot Password and Security Questions

Enter your username and email and we will send you an email to recover your account

[ USEFF\BH’IE }

Email

6. An email with the subject line “Your portal password recovery request” will be sent to the email
address you entered. Open the email and click the URL to continue resetting the password.

7. Enter your username and click Next.

8. Enter a new password and click Submit.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 14
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Use Guest Checkout to Make a Payment

Making a Payment as a guest in the Client Portal will not save your credit card information. To save
your card information, you need to create a user account as shown in “Set Up Your New Account” on
page 2.

To complete a transaction as a guest in the Client Portal, follow these steps:
1. When you receive an email from your service provide, click the Pay Now link.

2. On the Client Portal landing page, click Pay as Guest.

Welcome Back

Sign in to get started

$162.38

Pay invoice #1000 as a guest or login

( Pay as Guest )

or

Username

Password

LOGIN

Forgot Password?
Terms/Conditions

3. On the Make a Payment page, click Add a Credit/Debit Card.

Make a Payment X

1. Payment Method

Add a Credit/Debit Card

2. Review Invoices to be Paid

INVOICE #1000 $162.38

PAY INVOICES TOTAL: $162.38

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 15
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4. Fill out the credit card overlay and click Save Card.

Add a Credit or Debit card

Card Information
Pay using "77on ] = .. B80

(=

Card number

G s

I First and Last Name

Billing Address

I Zip

& secured by B cLERRENT

5. Click PAY INVOICES to complete the transaction.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 16
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Manage Your Account Information

The “Account” tab is where you can see and update your Account information, including:

e Autopay setting

Note: Enrolling in autopay will update existing scheduled Jobs to be paid using autopay.

e Contact information like username, password, security questions, email, and phone numbers.

The “Additional Information” panel shows the email and phone numbers on file for your account.

e Custom Fields, if any are provided.

To make changes, follow these steps:

1. Click the “Account” tab from the toolbar at the top of the screen.

2. On the Additional Information panel, click Update Email Phone.

H Billing & Services W Tickets

Here's your account, Steven.

Billing Options Security Additional Information

Enrollin Autopay? StevenCariNotCarlSteven Email
gy is Enatied. nveices wil sutoenatc

e
chorgad.

Card on File

Bank Account on File @ Number of Dogs
€ Use this bank account for Autopay
CHECKING # EDIT

o= Arcou AR
Steven Carl 3134

3. On the overlay, update the email address, cell phone,
home phone, work phone, or other phone number for
your Account.

4. If needed, edit Custom Field values in the same way
by clicking the Update Other Information link in the
“Additional Information” panel.

5. Click Save.

Update Email Phone

Email
( test@example.com
Cell Phone

(207) 328-3448
Home Phone

(207) 647-2352

Work Phone

Other Phone

Cancel

© 2022 Service Autopilot Proprietary Information. All Rights Reserved.
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Open a Ticket

If your service provider gives you permission to do so, you can send a request by submitting a Ticket.

To add a new Ticket, follow these steps:

1. Click the green message icon 0 in the lower-right corner of the screen:

A Great Company A Home B8 Billing & Services B Tickets 6 Account

_':_ Good afternoon, Adam!

PAST DUE [} Services

$64.95
$81.19

Tickets

11/26/19 #273
01/01/21 #469

‘Wednesday 04/29/20

®

09/20/18
Thursday

Next Services

You Owe: $146.14

Make a Prepayment

View Detalls

3321 Cross Bend Rd, Plano, TX 75023

B | B osou

2. Select a Ticket category from the dropdown list on the Open a Ticket overlay:
Open a Ticket x
Marketing
Damage

Estimate

Other

3. Add text to the body of the Ticket. There is a 500-character limit.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved.
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4. To add attachments such as photos, click the paper clip icon at the lower left of the text field.

Open a Ticket X

Damage v

Damage was done at my property

5. Click Submit Ticket.

After you submit it, the Ticket will appear on the home page under Open Tickets:
A Great Company A Home A Billing = Services W Tickets @ Account

Good afternoon, Adam!

afla
PAST DUE (1} Services Open Tickets
11/26/19 #273 $64.95 Wednesday 04/29/20 o
01/01/21 #469 $81.19 -
Next Services ?:;' igi 18 OpenaTicket
You Owe: $146.14 Y

Make a Prepayment

You can also see it on the “Tickets” tab:

A Great Company A Home B Billing & Services W Ticksts B Account [ Logout
=wo Your tickets, Adam. P —
pen a ket
Ticket
190 e
Damage
(o)
Closed Tickets
form2 (mamn} 09/25/18 [formiink]
#1152 Last Updated
form (mesen ) 09/25/18 [formiink]
#1351 Last Updated

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 19
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Set Up Payments with ACH

In order to pay with an ACH payment, which is a direct withdrawal from your bank account, you must
add your own bank account information to ensure security of your personal information. Follow the
steps in this section to set up and make ACH payments.

Enter Your Bank Account Information
The first step is to set up your Client Portal account with your bank information:
1. Click the “Billing” tab in the navigation bar at the top of the screen.

2. Click the Add Account link in the column on the right side of the screen:

Mere's test account # Home ics it WU BO Bwos
-° Here are your invoices, Steven.
Make a Prepayment CardonFile
YouOwe:$1,339.60 . 7
Past Due: $1,339.60
$78.10 H
INVOICE #692 Due by 11/01/16. B v OF N Add Credit/Debit Card.
i
$150.00 . oo '
INVOICE #1442 Dus by 02,0117 B Bank Accounton File
$150.00 .
INVOICE #1441 i B vewror -
s Add Account
255.00 .
- $7150 -  Vou e s
INVOICE #817 A S, B viewror vy
$170.00 -
INVOICE #986 17000 s B Viewpor

3. Enter your personal information on the Add Bank Account overlay, including Account type, Name
on account, Routing number, Account number, and ACH payment description.

Add Bank Account X

ACH Information

I Account type ~

I Name on accoun

Routing numbe

I Account number

I ACH payment description

[]ragree to the ACH Terms and Conditions and
authorize the ACH Payment

secured by B CLEARENT

4. Check the box to agree to the ACH Terms and Conditions.
5. Click Save Card.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved. 20
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Remove or Update Bank Account Information

Once your bank account is saved, you'll see it listed on the right side of the “Billing” tab:

Mere's test account # Home B Billing & Services W Tickets @ Account L4 \ 00 [ wot §
-° Here are your invoices, Steven. 11 Puvew e Al TR 7501
waeaprepayment (D CardonFile
= YouOwe:$1339.60 |
; Past Due: $1,339.60
78.10 @
INVOICE #692 ﬁumwwn B Ve kD \ Add Credit/Debit Card.
H
$150.00 e
INVOICE #1442 Due by 02/01/17 B v Bank Account on File
$150.00 - CHECKING 2 e
INVOICE #1441 Due by 05/01/17 o I"I'
rae pro—
$255.00 Steven Carl 315
INVOICE #1440 DU?DV-‘HID‘U]? B viewF
© You are envolled In Autopay.
$71.50
INVOICE #817 Due by 05/01/18 B e

If you need to change or remove the bank account on file, just click the red trash can icon to remove

the existing account.

Make an ACH Payment

When you start to make a Payment from anywhere in the Client Portal or Manage Service app, you
will see the bank account listed as a saved payment method for easy checkout:

Make a Payment (1 Invoices) X

1. Payment Method

NAME ON BANK ACCOUNT

BANK ACCOUNT ON FILE
CHECKING CHECKING ending in 3315 Steven Carl
Add a Credit/Debit Card

2. Review Invoices to be Paid

Remove

INVOICE #692 o $78.10

PAY INVOICES TOTAL: $78.10

Terms/Conditions

1. Select the Payment Method of CHECKING.

2. Click PAY INVOICES.
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The Manage Service App

The SA Manage Service app lets you quickly and easily manage your Client Portal account from
anywhere. You can pay off invoices, and if you have permissions, you can make prepayments and
create Tickets. This section shows you how to download and use the app.

Download the App

1. In your app store, search “SA Manage Service” and download the app to your device of choice.

2. Use the same login credentials that you use for the Client Portal.

3. Optionally, enable Face ID, so you don't have to use a username and password to log in every

time.

View Your Balance and Upcoming Service in the App

When you log into the app, the home screen shows basic
information about your Account.

e The outstanding Invoice total appears in red.

e Click the Next Service card to see more details about your
next service.

e The Open Tickets section lists your Tickets (if enabled).

e Click the Phone icon at the bottom left to call your service
provider.

e Click the Make a Prepayment button on the bottom right
to make a Prepayment (if enabled).

e Click the buttons at the bottom to navigate to other tabs.

View Related Properties in the App

If you have related properties on your account, the address
at the top will be the primary or Parent Account by default.

Tap the address to switch
between properties.

Select Property
Grably, Bill PRIMARY
GFH, DALALS
flip house
1246 MAIN STREET, GRAND PRAIRIE

‘ Ringer

D:T Good Afternoon!

GRABLY, BILL
GFH, DALALS (PRIMARY)

© PAST DUE $608.77
- You Owe
(] $608.77

PAY NOW
Next Service
+?_' THURSDAY
DETAILS s
Open Tickets view history

D 03/23/21| #652
Hello

D
ﬂe

(817) 555-6666 Make a Prepayment
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View and Pay Invoices in the App

The “Billing” tab

displays current, outstanding Invoices by default

with an option to make a Prepayment at the bottom of the list (if AEEEETTET

enabled).

To pay an Invoice from this screen:

1. Tap the Invoice and then the blue Pay button at the bottom of

“r
) Billing

ADAM THIELEM

3321 CROSS BEND RD, PLAND (PRIMARY)

Invoices Payment

Select All

Past |

the screen. ’
This will take you to a screen to confirm the payment method:
INVOICE #273
14:26 ST - AMOUNT DUE
Cancel $64'95
1 Invoice 112619
PAYMENT METHOD PAST DUE
o m Creg Card INVOICE #469
Use Different Card AMpuNTbU
$81.19
INVQICES TO BE PAID P ———
EB
Invoice #9895 $270.63 Billing
TOTAL $270.63

2. Tap the blue amount in the upper right corner of the screen.

3. Tap Pay on the confirmation popup to complete the Payment.

The “Billing” tab

has two additional tabs to explore: the “Payment” tab and “Past” tab.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved.
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Change Your Credit Card Information and Autopay Settings

in the App

e On the “Payment” tab, you can view or modify the credit card on your account and see if you're

enrolled in Auto Pay.

Joe's Pest Control

B oo
. Billing

GRABLY, BILL
GFH, DALALS [PRIMARY)

>

See Past Transactions in the App

Invoices .w. Past

AMERICAN EXPRESS # EDIT
CARD NUMBER EXP DATE
e e e 12/2026

BILLING INFORMATION

85284

@ This card is saved to your account.

Q This card is enrolled in Auto Pay.

On the “More” tab, you can modify the Autopay settings.

The “Past” tab shows past transactions including paid Invoices, Payments, and Credits.

= Bilin
®© g

GRABLY, BILL >
GFH, DALALS (PRIMARY)

Invoices Payment m

INVOICE # DATE AMOUNT
398 6/2019 $100.00
Check

DATE AMOUNT

Account Credit

7/ze18 +550.00

Note: The Manage Service app does not support payments through Authorize.net or Payroc.
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See Upcoming Services in the App

Click the tabs at the top of the table to see a list of all Services on the Account (by property):

.HQ_ Services

ADAM THIELEN
3321 CROSS BEND RD, PLANO [PRIMARY)

Future Past )
( | My Services | J

SERVICE

Lawn Mowing
Snow Plow

Bed Maintenance

e The “Future” tab shows your upcoming Services.

e The “Past” tab shows a list of Visits that have already

been completed.

e You can open a Ticket from any Visit on the “Future”
tab or any Job on the “My Services” tab, including
change and cancellation requests (if these are enabled).

A Great Company

_hQ_ Services

ADAM THIELEN
3321 CROSS BEND RD, PLANO [PRIMARY)

Past

@I Bed Maintenance
2 g 04/29/2020 | Wednesday
Wednesday
4 days

Lawn Mowing
2 8 07/28/2021 | Wednesday

Wednesday

Lawn Mowing
0. 4 08/04/2021 | Wednesday

Wednesday

Lawn Mowing
1 1 08/11/2021 | Wednesday

Wednesday

)
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Open and View Tickets in the App
The “Tickets” tab lets you:

e See lists of open and closed Tickets

e Submit a new Ticket using the button at the
bottom of the screen

A Great Company

=o Tickets

ADAM THIELEN
3321 CROSS BEND RD, PLAND [PRIMARY)

[ pamage
#1890
Damage was done at my property

[ Other: Visit on 04/29/2020
#192

| found these sunglasses in one of my flower
beds. Do they belong to one of your guys?

( Create a Ticket )
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The “More” tab is where you can manage your:

Password

Username

Security questions
Additional information
Face ID settings
AutoPay settings

This screen might also show:

Social media links for your Service Provider

Contact information for your Service Provider

11:01

A Great Company

SETTINGS

Update Password

& Update Username

@ Update Security Questions

= Update Additional Information

‘' FacelD

PAYMENT SETTINGS

5 Auto Pay

CONTACT US
B epalmer@age.com

¥, (817) 555-6666ext.

Log Out

| @,
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Make Payments in the App

You can make payments from different places within the app.

1. On the “Home" tab, tap the Past Due card to pay outstanding Invoices:

I & |

aBa

Good Morning!

CARL, STEVEN
811 PARKVIEW CIRCLE, ALLEN (PRIMARY)

© PASTDUE $1,339.60

-O $1,339.60

PAY NOW

OR

Scroll to the bottom of the same tab to make a Prepayment—a payment that

will apply to future Invoices:

|9

Make A Prepayment
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CARL, STEVEN
811 PARKVIEW CIRCLE, ALLEN (PRIMARY)

-° Billing Clear Al

)

INVOICE #692

$78.10

DUE DATE

1116

PAST DUE

INVOICE #1442

AMOUNT DUE

$150.00

Pay $78.10

3. To make a Prepayment, tap Make a Prepayment
at the bottom of the “Billing” tab:

4. After you initiate the payment, the payment

screen looks like this:

Cancel
1Invoice
PAYMENT METHOD
Add Card
Checking
© Ao 3156
INVOICES TO BE PAID
Invoice #692 $78.10
TOTAL $78.10

C

Make a Prepayment

h

Home

$ B

Billing Services

Any credit cards or bank accounts on file will display, and the top one will be auto-selected. If
there are no payment methods on file, you have the option to add your credit card information.

5. Tap the blue total in the top right corner to complete the payment.

© 2022 Service Autopilot Proprietary Information. All Rights Reserved.
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6. Prepayments have one additional step: enter the amount of the prepayment.

Cancel

PAYMENT METHOD

Add Card

Checking
o ACH vt

$500.00

AMOUNT TO PREPAY

$500.00

TO BE PAID

TOTAL

$500.00
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Submit a Ticket in the App

If you have permissions to do so, you can submit Tickets directly from the “Tickets” tab. To submit a
Ticket:

1.

Tap the “Tickets” option in the toolbar at the bottom of
the app.

. Click Create a Ticket below the list of open Tickets.

. Select a Ticket Category in the Request type field.

Type the details of the Ticket into the body, using 500
characters or less.

. Click the paperclip icon to add an attachment such as a

photo, if needed.
Click Open Ticket.

New Ticket

Schedule Service

How much cost to trim the spruce trees
on the east side of my house?

Open Ticket

A Great Company

=eo Tickets

ADAM THIELEN
3321 CROSS BEND RD, FLANO (PRIMARY)

[J Damage
#1390
Damage was done at my property

[2 Other: Visit on 04/29/2020
#192

| found these sunglasses in one of my flower
beds. Do they belong to ane of your guys?

| Create a Ticket |

Once the Ticket is submitted, it will appear your list of open Tickets.
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Open a Ticket from a Job or Visit

This method of submitting a Ticket is particularly useful if you need to change or cancel a Service.

1.

2
3
4.
5
6

Tap the “Services” tab in the app.

. Tap the Visit on the “Future” tab or the Job on the “My Services” tab.

. Select a Ticket Category in the Request type field.

Type the details of the Ticket into the body, using 500 characters or less.

. Click the paperclip icon to add an attachment such as a photo, if needed.

. Click Open Ticket.

New Ticket

Schedule Service

How much would it cost to trim the spruce trees
on the east side of my house?

Open Ticket

Once the Ticket is submitted, it will appear your list of open Tickets.
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Update Your Account Information in the App

You can update some of your Account information in the app by following these steps.

1. Tap the More button in the navigation bar at the bottom of the screen:

/LI'} ‘ =I5 eee®

Home Billing

This takes you to the Settings screen shown at right.
2. Tap Update Additional Information.

3. On the Change Information screen, you can edit your email
address, phone numbers, and any Custom Fields that are
enabled for you. Just tap a field and type in the update.

4. Scroll down and tap the blue Save button at the bottom of
the screen:

10:59

< Back Change Information

CELL PHONE NUMBER

HOME PHONE NUMBER

(651) 555-5555

WORK PHONE NUMBER

OTHER PHONE NUMBER

Turf Sq. Ft

A Great Company

SETTINGS
(F\} Update Password

2 Update Username

@  Update Security Questions

= Update Additional Information

A
L, FacelD

.

PAYMENT SETTINGS

5 Auto Pay

CONTACT US
1 epamer@age.com

%, (817) 555-6666ext.

Log Out

©

Ty

More
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