How to Use JM Connect
and Janitorial Manager
Mobile Applications




How to Download the Apps

In either the Apple App Store or the Google Play Store, search for the following:

www.Janitorialmanager.com

JV

CONNECT

“JM Connect”

* (Clocking In and Out

« Completing checklists
Work Orders

*  Supply requests
 Messaging

“Janitorial Manager”

JANITORIAL MANAGER

Inspections
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JM Connect

www.Janitorialmanager.co m



* You should have received a username and password from a manager.

» Before logging in, you can select a change in language. This setting

LO g g 11N g In changes all system text to the specified language. It will not translate

text typed in by other users to a different language.

* Choose the option for Employee to continue.

\JANITORIAL
"Cvgmggm * The login screen has a remember me option so your login information
will be saved on the app for easy login next time.

| Select Language |

\JANITORIAL ° h f : f ’
Macis Use the forgot password option if you don’t remember your password.

CONNECT  Usernames and passwords are case sensitive.

Seloct Languoge

& Signin & Forgot Password

EMPLOYEE
CLIENT

\JANITORIAL JANITORIAL

MANAGER MANAGER

CONNECT CONNECT

English
fe

Espanol

t

)

Portuguesa

Frangaise

Remember Me

LOGIN

Forgot Password? JA N I T O R I A I—
M ANAGER

Deutsche

Cancel

www.Janitorialmanager.com




JM Connect

Click here for a full list and explanation of each icon

Employee Abilities Manager Abilities
¢ Clock In/Clock Out e View Who’s Working
* View Timecard e Clock Employees In/Out Manually
* View Overview of Pay Period » Late In/Early Out/Missing Punch Alerts
* View Schedule up to 45 days in advance * Manage Employee Schedules
e Cleaning Checklists * View All Work Orders
* Complete Assigned Work Orders * Approve Supply Requests
* Supply Requests  Employee, Location, and Client

« Employee and Location Messaging Messaging

 Employee and Client Directories

\JANITORIAL
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https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360007619633-JM-Connect-Mobile-Application

Click here for troubleshooting

Watch the Video!

The following video covers what to expect from JM Connect.

This video contains important information every employee needs to see. Please watch!

1
JANITORIAL JANITOFNAL

NMANAGER

JM Connect App Basics

R

"WIANAGER
JM Connect t Conceptos
basicos de la aplicacion

> » o) 0o00/514 (cc I - S 7 [ o 0 3 > » o) 000/723 [ I - 3 = [ o S )

Click Here to View in English Haga clic aqui para ver en espanol
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https://www.youtube.com/watch?reload=9&v=MLwYl-qN_YI&feature=youtu.be
https://www.youtube.com/watch?v=nm3yQOYIEQE&feature=youtu.be
https://www.youtube.com/watch?v=nm3yQOYIEQE&feature=youtu.be
https://www.youtube.com/watch?reload=9&v=MLwYl-qN_YI&feature=youtu.be

Click here for troubleshooting

Employee Abilities
Clock in/Clock out

*You MUST be at the location to complete this action
» Select the Clock In/Out icon

* Choose the job class that matches the work you are about to perform and click ‘Clock In’

* Only locations that have been set up by a supervisor will appear here. If you are not exactly on the location, it
may not appear as an option.

£ Time Clock -
After clocking in you can
Job Class: Apartment I o 2
see your 1n-time stamp,
Clogk-in Time: 08/05/2020 08:25:16 AM .
[ ceam | Time Bnpsec: 0006200 time spent so far, and any
= - e e e A :
& Automatic Clock In Jon o Soecl refcts work orders or checklists

[ cuee [ to complete. DO NOT click

Forgot ta Clack Out? Clock Out unt]_l you have

. finished your shift or are

Warkorders:

Apartment |

Sylvania

Clock in/out

taking a break.

Sylvan Lakes Sthidund
Housekeeper Apartment |

Special Projects

Checkists:

Wednesday Checklist
Open

JANITORIAL
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Click here for troubleshooting

View Timecard, Overview, & Schedule

E Full ‘ Individual Current Up to 45
u _ .
. In & Out Pay Days in
_ Shift Period Advance
Timecard Activity Punches Overview Sl My Schedule
é Overview é My Schedule

Thursday
Aug 6, 2020

B Jui23 2020 [ APartmentl B Jui2g 2020 Total Hours Worked

( Clocked Out - 02:19 PM Auto Mode

Apartment |

Clock In Clock Out Duration
10:15 AM 02:19 PM 04:04:36

Today Oh Om Oh Om*

Apartment | 08/06/2020
Scheduled In: 09:00 AM  Scheduled Out: 12:00 PM

Apartment | B Jul 23 2020

(© ClockedIn - 10:15 AM AutoMode M | This Week 8h Om Oh Om*

Apartment | B Jul 13, 2020 Apartment | B Jul 13, 2020
Pay Cycle 8h Om Oh Om*

Clock In Clock Out Duration (@ Clocked Out - 12:00 PM £ito Mode
09:10 AM 12:00 PM 02:50:17 Apartment | B Jui13, 2020

(@ ClockedIn - 09:10 AM Auto Mode

Aldi | Jui7 2020
(© Clocked Out - 09:36 AM Manual Mode

* Provisioned time is subject to approval
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Click here for troubleshooting

Employee Abilities

| » If cleaning checklists have been created for you to complete during your shift, they
i will appear below the clock in screen.

Apartment |

Clock-in Time: 08/05/2020 08:25:16 AM » There may also sometimes be work orders that contain checklists to complete.

(& Time Clock

Tiime Elapserk 00:00:00 * Click the link below to complete a checklist

Job Class:  Special Projects

Forgot to Clock Out?

“— Tasklists &« Tasklists

One-Time Cleaning Checklist One-Time Cleaning Checklist
Apartment | Apartment |

C]-iCk View to Open the Sanitize all surfaces Sanitize all surfaces

‘acuum or Damp pen
Mop Floors * 0

If carpet, vacuum. If hard
floors, damp mop

Workorders: Click here for full steps to R
Sylvan Lakes = fiadied complete the checklist.

Apartment | Due Date: 07/30/2020 11:30:00

Trash Removal

o
°
@
=

*

Dust

Dust

o
o
@
=2

*
[e]
*E

Mop

o
=
@
=

Mop

=]
=
@
=

»*
»*

Checklists:

Wednesday Checklist
ednesday Checklis

Open

o
T
@
=
o
T
@
=

*
»*

S S
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https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360039620494-Completing-Checklists-in-JM-Connect
https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360039620494-Completing-Checklists-in-JM-Connect

Employee Abilities

(& Time Clock

You are currently clocked in to
Apartment |

Clock-in Time: 08/05/2020 08:25:16 AM
Time Elapsed: 00:00:00

Job Class:  Special Projects

Forgot to Clock Out?

Workorders:

Sylvan Lakes Scheduled

Apartment |

Due Date: 07/30/2020 11:30:00

Checklists:

Wednesday Checklist
View
Open

www.Janitorialmanager.com

Work Orders

Work orders that are assigned to you will appear
1n two places.

1. Under the clock in screen after you clock in
2. Under the My Work Orders icon

Click on the work order to open it. Any
associated checklists will also appear.

é My Work Orders

Scheduled

Sylvan Lakes

=

Apartment | Due Date: 08/06/2020

My Work
Orders

0]v]Q)in] f

Click here for troubleshooting

& Work Order Detail

Sylvan Lakes

Devon Ormsby
Earliest Start Date: 08/06/2020

Scheduled
Due Date: 08/06/2020

Click here for
full steps to
complete the
work order and

any associated
checklists.

Description:
To be completed with organic products only

Instructions:
Sanitize surfaces, trash removal, damp mop floors

Checklists:

One-Time Cleaning
Active

Remark

START

JANITORIAL
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https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360035930113

Employee Abilities

Supply Requests

Click here for troubleshooting

 When you’re running low or need supplies at a location, let your managers

know by submitting a supply request from JM Connect.

— New Supply Request

Sylvan Lakes

ol

Apartment |

New Supply
Request

Supply

|7| Bounty Paper Towels - Single
— paper towel roll. - Wal-Mart

www.Janitorialmanager.com

* You will see one of these icons, not both. Select the one available to you.

* Choose a location and the number of each supply needed.

Click here
for full
Instructions
to submit a

supply
request

JANITORIAL
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https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360039985413-Supply-Requests-on-JM-Connect

Click here for troubleshooting

Employee and Location Messages

Employee Messages

Location Messages

 Here you are able to message a single employee .

one-on-one.

* You will only see other employees who are marked .
as trained by a supervisor in locations you both

work at.

* Notify your supervisor if you feel there are other

employees who should be listed here.

www.Janitorialmanager.com

D

Employee
Message

Here you are able to message all employees who
are trained on a single location at once.

Messages located here are visible by all employees
and managers who work at that specific location.

Do not use this option for private messages
intended for a single person.

The client you're cleaning for does not see these
messages. They are internal only.

Click here for instructions to E’

enable notifications for new

messages on your phone.

0]v]Q)in] f

Location
Message
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https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360039781234-Allow-Notifications-for-JM-Connect-on-your-Mobile-Device

Clocked In

Click here for more information on all Manager Abilities

Manager Abilities

Who’s Working & Clocking Employees In/Out Manually

Who’s Working shows you which employees are currently clocked in and which are not. This
view includes the last shift recorded for each employee.

Who's Working

Clocked Out
Amy Contos Clocked Out
TCS

06/11/2020 08:25 AM - 06/11/2020 04:25 PM
Duration- 8h Om

Baili Connin Clocked In
Josh's Janitorial Service

08/06/2020 01:22 PM -

08/06/2020 01:22 PM ( Duration-0h 12m )

Brittney Liggett Clocked Out

Palace Liggett
06/24/2020 03:44 PM - 06/24/2020 03:45 PM
Duration- Oh Om

Celeste Baumgartner ClockedIn
Heather's House

08/06/2020 01:30 PM -

08/06/2020 01:30 PM ( Duration-0Oh 4m )

Devon Ormsby Clocked Out

Apartment |
08/05/2020 01:46 PM - 08/05/2020 05:46 PM
Duration- 4h Om

www.Janitorialmanager.com

Q

0

Swipe left on an employee to manually clock them in. This option is useful when an employees
forgets to clock themselves into a shift or needs manager assistance.

@ JM Connect

Enter remark

SUBMIT

0]v]Q)in] f

(o Who's Working
ClockedIn  [] Clocked Out

Amy Contos Clocked In
Apartment |

08/06/2020 01:30 PM -

08/06/2020 01:30 PM ( Duration-Oh 6m )
Baili Connin Clocked In
Josh's Janitorial Service

08/06/2020 01:22 PM -

08/06/2020 01:22 PM ( Duration-0Oh 14m )

Brittney Liggett Clocked Out

Duration- Oh Om

Celeste Baumgartner Clocked in
Heather's House

08/06/2020 01:30 PM -

08/06/2020 01:30 PM ( Duration-Oh 6m )
Devon Ormsby Clocked Out

Apartment |
08/05/2020 01:46 PM - 08/05/2020 05:46 PM

Palace Liggett
06/24/2020 03:44 PM - 06/24/2020 03:45 PM

Duration- 4h Om

0
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https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360039498854-Managers-on-JM-Connect

Manager Abilities

Click here for troubleshooting

& Edit Schedule

< Alerts Late In/Early Out/Missing Shift Alerts & Managing Schedules

2 e .
Thu, 6-Aug-2020

Regina George has not clocked out from a
shift (Scheduled Time: 01:00 PM) on Alert
Station

01:08 PM

Devon Ormsby has not clocked out from a
shift (Scheduled Time: 12:00 PM) on
Apartment |

12:08 PM

Regina George has not clocked into a shift
(Scheduled Time: 12:00 PM) on Alert
Station

12:08 PM

Regina George has not clocked out from a
shift (Scheduled Time: 10:00 AM) on Alert
Station

10:08 AM

Click here to enable push
notifications on vour device

www.Janitorialmanager.com

Managers who are marked as trained on a location will receive

Palace Liggett

Brittney Liggett

notifications through JM Connect when schedules have included alerts StartDate Time:

for Late In/Early Out.

A list of the alerts can be found under the Alerts icon

08/05/2020 12:00:00

[“] Late In Alert:

@sm O1om O3om O custom

End Date Time:
08/05/2020 13:00:00

Schedules can be searched, edited, and removed from the Manage 2] ary Out At

Schedule icon

/N

Alerts

&« Manage Schedule Q +

Max Fitness

Scheduled In: 1:00 PM Scheduled Qut: 2:00 PM
Employee Name: Sam Winchester
Palace Liggett

Scheduled In: 12:00 PM Scheduled Out: 1:00 PM
Employee Mame: Britiney Liggett

Niki's House

Scheduled In: 09:00 AM  Scheduled Out: 11:00 AM
Employee NMame: Niki Sengstock

« Manage Schedule Q + @5m O1om Q3om QO custom

Max Fitness

Scheduled In: 1:00 PM Scheduled Ot 2200 PR
Employer Mame: Sam ‘Winchester

BIBIA000

D P Scheduled Out: 1200 PR
Ay Liggen

Niki's House

Scheduled Irn: 09:00 AN Scheduled Dut: 1:00 AM
Empiloyere Mame: Mk Sengstock

JANITORIAL
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https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360039781234-Allow-Notifications-for-JM-Connect-on-your-Mobile-Device

Click here for troubleshooting

ey e, o ?%/ Supply Requests
M an a g er Ab llltl e S Approve ; ‘selilptrfr:’% Sul:ﬁly I‘equlests
Supply y other employees.
Work Orders Request
@ * View a list of all Work Orders and their progress.

Click the green check mark to get here

e Complete Work Order

: Add Employees and Supplles tO Work Orders‘ Cth the Calendar iCOH to get here *Devons Cleaning Com... 08 020 16:00:00

Heather's House

Work Orders « Complete Work Orders assigned to you under My < Schedule
Work Orders *Devons Cleaning Company 08/06/2020

Heather's House

* Swipe left for more options < SO ey

*Devons Cleaning Company 8 Swipe left to see the options
Service
&~ assign Employee &~ Supply Item

Heather's House Due Date: 08/06/2020
Carpet Cleaning

° Jnit Cost °° Qty °

*Devons Cleaning Company

Heather's House

Work Orders + Q

08/06/2020 16:00:00 08/05/2020 00:00:00

Sylvan Lakes
* Swipe left for more options

Apartment |
Now

*Devons Cleaning Company Scheduled

Heather's House Due Date: 08/05/2020

Date: 0800,2020
|| Billable
Sylvan Lakes

*Devons Cleaning Company
Apartment |

Heather's House

*Devons Cleaning Company Schoautod
Heather's House Dus Date: DBONZOI0

Full carpet cleaning

. Unit Cost .
o+ 00 _ © I
EMPLOYEE

Click Assign Employee to get here Click Add Supply Item to get here

JANITORIAL
M ANAGER

Ren

*Devons Cleaning Company

Heather's House

www.Janitorialmanager.com




Manager Abilities

Employee Messages

e B

Employee o
Message

Message a single employee directly with
Employee messages.

Only employees who are marked as
trained in at least one common location
as you will appear here.

Client Messages

&0

available.
Client

Message

www.Janitorialmanager.com

0]v]Q)in] f

Click here for troubleshooting

Location Messages

* Message all employees trained on a specific
location at once with Location messages.

« All employees who are marked as trained in
that location will see the messages sent here.

Location
Message

* Do not use Location messages for private
messages intended for a single employee.

* Only Managers who are marked trained
in locations have the Client Messages icon

» Messages sent here go directly to clients
at that location who have a Customer
Portal user set up.

JANITORIAL
M ANAGER



https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360040012373-Creating-a-Portal-User

Click here for troubleshooting

Manager Abilities

Emplovee Directory

The Employee Directory offers the ability for
managers to-

« (Call or text employee’s phone number

Employee
Directory * View their Timecard

 Add Attendance Incidents

Client Directory

The Client Directory offers the ability for
managers to-

« (all, text or email the primary contact on file

Client

Directory * View upcoming schedules for that client’s

location(s)

* View the location’s address and where it 1s on
the map

JANITORIAL
M ANAGER
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Janitorial Manager

Inspections




Click here for troubleshooting

Logging In

h A * Use the same username and password for both JM Connect and
Y %
» Vi

JANITORIAL
MANAGER

the Janitorial Manager apps

« If you have not been provided with a password yet, contact an
account administrator.

eermame * Clicking on the Forgot Password option redirects you to the web
browser to reset your password.

Password

@ Login
@ Forgot Password

JANITORIAL
M ANAGER
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Viewing Inspections

View Inspections

View Inspections

My Inspections

Last Refreshed August 06, 2020 at 04:08 PM

‘ Showing 1 Inspections [} Inspections that are assigned to , Showing 13 Inspections
sz pemnomsty O you will appear under the My ooy W

0% Complete Not Started - 0 % W00 % Cormplete Excallent - 100 %

Inspections tab. s Ao
DE20/2020 Malisa Nash Fd
100 % Cornplete Excellent - 54 %

+ After logging in you are —
1mmediately directed to the My w0 s @

. 100 % Complete Excallent - 100 %
InSpeCtIOHS tab . Malisa's Apartment
0Bf0G/2020  Jeremy Smith [0]
0% Complete Mot Started - 0 %
Badli's House
0715/2020  Lisa Houseman [}
100 % Complate Excellent - 100 %
Miki's House
08/02/2020  Niki Sengstock [o]
0% Complete Mot Started - 0%
Miki's House
" ~

My Inspections Other In s Sync Pending (0)

www.Janitorialmanager.com

Click here for troubleshooting

Other Inspections

Inspections assigned to other
ispectors can be found under
the Other Inspections tab

JANITORIAL
M ANAGER



Click here for troubleshooting

Creating a New Inspection

* Select the Menu icon in the upper-left corner.

» Select Create New Inspection and fill in the details.

— Create New Inspection

Client

View Inspections

i | t
Create New Inspection nspector

Login Info

Template

Data Sync

Scheduled Date
8/6/2020

Notes

JaniToriaL
A o|¥[0in] f] M ANAGER




Completing an Inspection

Click on an inspection to begin
Select a step to rate

Last Refreshed August 06, 2020 at 04:08 PM ¢ Inspection  Inspection Area

Start by selecting an area Al

= View Inspections

Showing 1 Inspections

Aldi
08/06/2020  Devon Ormsby ®
0% Complete Not Started - 0 %

( Back Inspection Window & Mirror Cleaning

% Complete Area Score Area Progress

Aldi
0% 0% 0/3

Status Scheduled Inspector

hedul
@ Scheduled 8/6/2020 Devon Ormsby

0 % Complete Unknown - 0 %
0/1 Areas 0/3 Steps

Notes

Step Options

Clean interior window Unknown

Areas - 0/1 Completed Clean exterior window Unknown

Window & Mirror Cleaning

Poor -0 %
Clean all mirrors. Unknown

My Inspections Other Inspections Sync Pending (0

Details

www.Janitorialmanager.com

Click here for troubleshooting

Select a rating and add
photos if needed by selecting
the Take Photo button

< Back Inspection Steps

Aldi

Window & Mirror Cleaning

Clean interior window

.

@ Take Photo.
i= View Photos

JANITORIAL
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Data Sync

Data Sync

Clients

Last synced on 08/06/2020 at 4:04 PM

Templates

Last synced on 08/06/2020 at 4:04 PM

Inspectors

Last synced on 08/06/2020 at 4:04 PM

Inspections

Last synced on 08/06/2020 at 4:08 PM

Record Count: 21

Record Count: 9

Record Count: 20

Record Count: 14

www.Janitorialmanager.com

{ Back

Aldi

Connected Yes

Last Refreshed

*This 1s the most important step

Needs Sync Yes

when using the mobile app

* Perform a data sync when you log

Click here for troubleshooting

8/6/2020 4:08 PM

@ Push My Changes & Complete Inspection

Inspection

View Inspections

Sync Inspections

Showing 1 Inspections

Last Refreshed August 06, 2020 at
04:08 PM

Aldi

into the app to refresh any new

@ Push My Changes

08/06/2020  Devon Ormsby &

< 100 % Complete Excellent - 100 %

Clients, Templates, Inspectors, and
Inspections. (If data seems to be
missing, a data sync is needed)

* Perform a data sync after
completing an inspection in order to
push your changes to the web.

* Use the “Push My Changes” to push
your changes to the web portal and
complete 1t later

Details
* Complete an inspection offline when
cell service 1sn’t good and use the
Sync Pending tab to sync any

outlying inspections.

0]v]Q)in] f

% Delete Everywhere

My Inspections Other Inspections Sync Pending (1)

JANITORIAL
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Troubleshooting

Follow this link to troubleshoot the JM Connect app on vour device.

Click here to troubleshoot the Janitorial Manager Inspections app on vour device.

If you're still experiencing difficulty, please contact us with the following information:

+ Type of phone (iPhone 8, Samsung Galaxy s10, etc.)

« Current software version/operating system on device 10S 13.6, Android 10)
* This can be found in the Settings icon on your device

+ Service you use (AT&T, Verizon, etc.)
* Troubleshooting steps you already tried

* What is the specific issue?
« (What screen are you on, what is the issue that is occurring, any error message that is listed, etc.)

 How long has the issue been occurring?

See the next slide for help from Customer Support

\JANITORIAL
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https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360037446774-JM-Connect-Troubleshooting
https://janitorialmanagersupport.zendesk.com/hc/en-us/articles/360040423333-Janitorial-Manager-Inspections-App-Troubleshooting

www.Janitorialmanager.co m

Customer Support 1s !
Here to Help

We’re ready to answer your questions!
8:30 AM — 7:00 PM EST Monday-Friday

(567) 803-0096 x 1

Support@janitorialmanager.com
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