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Introduction

This document is like a helpful manual that explains how to sign up and create an account for
Inspector in a simple way. It gives easy-to-follow steps for things like adding authentication
credentials, job order types, profile photo, adding personal and invoice related information,
compliance related data etc. Whether you're new to this or need a guide, the document is here
to make it easy for you to use and understand all the important features for registering an
Inspector with the system.

This feature includes the following functionalities:

e Inspector Sign Up
e Inspector Profile

Inspector Signup

Inspector can manually sign up by clicking on the 'Sign Up' link, as illustrated in the screenshot
below.



Clicking on the 'Sign Up' button will redirect you to another page. Select the radio button labeled
'Sign Up as an Inspector’ and then click on the 'Sign Up' button.

After clicking on the 'Sign Up>>' button, it will open a dialog box prompting for the inspection
fees.



After clicking on the 'Continue >>' button, you will be redirected to the screen where you can find
the following sections named as below:

User Information
Account Information
Invoice Information
Inspector Photo

VSI Inspector Terms
Compliance Document
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User Information

This section typically refers to details related to an individual(Inspector) using this application or
interacting within a system. It has three subsections as demonstrated below.

To utilize the Inspector Registration User Guide, simply click on the "Download User Guide"
button. This action will promptly open the document in a new tab, providing you with detailed
instructions on registering as an inspector.



The FAQ button is designed to help users quickly access answers to common questions or
queries. simply click on the "FAQ" button. This action will promptly open the FAQ page in a new
tab.



e User Information: The user information comprises login credentials designed for
accessing the system. The inspector is responsible for inputting specific details,
including a username, email address, password, and confirmation of the
password.These pieces of information are essential for authentication and secure
access to the system.

e How did you hear about us: This section allows organizations to know how users
discovered their product. It's often included in forms or surveys to gather marketing
information. Some of the options are email marketing, facebook, referral etc.

e Choose your current Cell Phone's Brand and Model: The prompt "Choose your
current Cell Phone's Brand and Model" is aimed at gathering information about the
specific brand and model of the user's current cell phone. This data serves as valuable
feedback for businesses, enabling them to understand the preferences and needs of
their audience. By collecting information on cell phone brands and models, businesses
can make informed decisions to enhance their products or services to better align with
user preferences.

After entering the necessary details on the user information page, proceed by clicking on the
'Save >>' button. If the information is successfully saved, the 'Continue >>' button will be
enabled. Click on the 'Continue >>' button to be redirected to the 'Account Information' tab on
the subsequent screen. Here, you can provide the essential business-related details, advancing
further in the inspector registration process.

Account Information



The Account Information tab has personal/company information related to address and Job
Order Type.

In the 'Account Information' section, you are required to provide various details, including
Business Type, Name, Zip Code, City, County, State, Cell Phone and Job Order Types. It's
essential to input accurate and complete information in these fields to successfully proceed with
the Inspector registration process. Then on clicking on the 'Save >>' button, If the information is
successfully saved, the 'Continue >>' button will be enabled. Click on the enabled 'Continue >>'
button to be redirected to the 'Invoice Information' tab on the subsequent screen.

Invoice Information

The Invoice Information tabs has all invoice related information which will be used laterly in
invoice generation.



When the 'Same as Company Information' checkbox is unchecked, the fields for Company
Name, Contact Name, Address, Country, Zip Code, City, County, and State will be enabled. In
this case, you need to provide all the details for these fields.

On the other hand, if you select the 'Same as Company Information' checkbox, these fields will
automatically be populated with the corresponding details entered in the company information
section, and they will be disabled. This checkbox offers a convenient way to streamline data
entry by automatically filling in information from the company details while also allowing users
the flexibility to manually input distinct information if needed.

To conclude the process, two options, '‘Back >>' and 'Save >>' are presented. If you click the
'Back >>' button, you will be redirected to the previous page, offering the opportunity to review
or modify the entered information. Conversely, clicking the 'Save >>' button signifies progression
in the Inspector creation process, taking you one step forward.

Inspector Photo

This profile photo serves as the equivalent of a photo ID for an Inspector within the system. It
will be prominently displayed at various locations, including when assigning a job order to the
inspector. This visual identifier ensures quick recognition and verification of the inspector,
contributing to a seamless and efficient workflow within the system.

Click on the "Photo Chosen" button to initiate the photo upload process. Subsequently, a system
window will open, allowing you to select the desired photo. Once the photo is selected, it will be
displayed in the designated image area. Additionally, there is an option to clear the inspector's



profile photo. Simply click on the "Clear Inspector Photo" button to remove the currently selected
photo and provide the flexibility to upload a new one if needed. This feature allows for easy
management and customization of the inspector's profile image within the system.

VSl Inspector Terms

It refers to certain terms which have to be fulfilled in order to work with the Nationwide Virtual
Site Inspection. These terms and conditions are usually presented in a document that users
must agree to before using the tool or service. They are legally binding and should be reviewed
carefully before agreeing.Carefully read each and every term and select appropriate options to
move further for the registration process and click the ‘Save>>’ button followed by ‘Continue >>’
button.



Compliance Document

Compliance documents are sets of guidelines, standards, or regulations that outline specific
rules or requirements that individuals or organizations must adhere to within a particular industry
or field. These documents ensure that entities follow laws, regulations, or internal policies to
maintain ethical, legal, and operational standards.

Note: Filling out all the compliance documents is not mandatory during the initial registration
process. Users have the flexibility to complete these documents while updating their profile
through the portal after the registration has been successfully completed.



Here are a three types of compliance documents:
For all three compliance documents fill up required details and click on save button.

W-9: The W-9 form is an official document used in the United States for tax purposes. It's
primarily used to collect information from independent contractors, freelancers, consultants and
other self-employed individuals or entities who provide services to a business. The purpose of
the form is to gather the taxpayer identification number (TIN) or Social Security Number (SSN)
of the individual or business providing the services.



Field Inspector Agreement: A field inspector agreement is a contract or formal agreement
between a field inspector (an individual or a company) and a client, often a property
management firm. This agreement outlines the terms and conditions under which the field
inspector will conduct inspections or assessments of properties, assets, or locations on behalf of
the client.



Code of Conduct: A code of conduct is a set of guidelines and principles that outline expected
behaviors and standards for individuals or groups within an organization, community or
profession. It serves as a framework for ethical behavior, defining the values, principles, and
rules that guide interactions and decision-making.

Codes of conduct are essential in fostering a positive and ethical organizational culture. They
provide a framework for decision-making, promote trust among stakeholders, and contribute to
a respectful and inclusive environment. Organizations often require employees to acknowledge
and adhere to the code of conduct as part of their commitment to upholding the values and
standards of the organization.

After clicking the "Submit >>" button, the inspector's registration will be successfully processed
and recorded in the system. This action confirms the completion of the registration procedure,
and the inspector is now officially enrolled and recognized within the system.

After successful registration, the registered inspector will be displayed in the Inactive Inspector
List.

Inspector Profile

After successfully completing the registration process, you will be able access the system by
entering the correct username and password that you provided during the registration.



After successfully login in Portal, In Profile you will see the sections for User Information,
Account Information, Invoice Information, Inspector Photo, VSI Inspector Terms, Compliance
Document, and Coverage Area.

To complete the profile, fill in all the required fields under User Information, Account Information,
Invoice Information, Inspector Photo, VSI Inspector Terms, Compliance Document, and
Coverage Area Sections.

User Information

Fill all required details in the User Information Section, including User Name, Email, How did
you hear about us, and Choose your current cell phone’s Brand and Model. Once you have
added the necessary information, click on the 'Save >>' button. After saving, proceed by clicking
the 'Continue >>' button, which will redirect you to the 'Account Information' tab. On this tab, you
can provide additional details related to your account, progressing further in the registration
process.
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If you make changes to some information on a particular tab but haven't saved those changes
by clicking the 'Save >>' button, and you attempt to navigate away to another tab, a pop-up
message will appear, stating: ‘Please save data before moving to another tab.” This notification
serves as a reminder to ensure that any modifications made are saved to prevent potential data
loss before switching to another section of the application.



If you click on the 'Save Now >>' button, the changes will be applied, and you will be redirected
to the next tab. This redirection occurs only if all the required details on the current tab have
been filled. Conversely, if you click on the '<< Reset' button, the page will refresh, and any
changes made will be lost. The 'Reset' button effectively restores the tab to its original state,
allowing users to discard any modifications made before saving.



Account Information
The "Account Information" tab is divided into four sections, encompassing key details:

The "Account Information" section encompasses essential fields such as business type,
company name, contact name, address, and cell phone number.

In the "Status" section, users can input a vacation date.

The "Automobile Insurance" section requires details like policy number, insurance carrier, and
expiration date. Lastly,

The "Driver’s License Information" section includes fields for Driver's licenses, Driver's country,
Driver’s License State, and Driver’s License Expiration Date.
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Invoice Information

The "Invoice Information" tab is structured into three distinct sections, each serving a specific
purpose:

Invoice Information: The "Invoice Information" section mirrors the fields found in the "Account
Information" section.

The "Payout Information" section includes fields such as payment method, bank name, routing
number, account number, and confirm account number, allowing users to specify their preferred
payment method and provide accurate banking details for payouts.

The "Select Job Order Type" section provides a list of job order types, each associated with a
mapped price. Inspectors have the option to add a new job order type by clicking on the "Click
here to select" hyperlink.
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Upon clicking the "Click here to select" hyperlink, a side modal will open. Within this modal,
inspectors can choose a job order type from the dropdown menu. After selecting the desired job
order type, clicking the "Save >>" button will add it to the list, enabling inspectors to customize
and expand the available job order types to better suit their service offerings.



Inspector Photo

Inspectors retain the flexibility to change and upload their photo. If the inspector's photo was not
uploaded during the registration process, the steps to upload the photo remain the same as
those in the initial inspector signup process.

Virtual Site Inspections EF A CharlesBrown v
Dashboard Profile Information

Profile Information User Information Account Information Invoice Information Inspector Photo VSl Inspector Terms Compliance Documents Coverage Area

Job Orders
Please upload photo ID to your Inspector Profile. Click here to see photo sample *

Calendar

8 Invoices

Sub Inspector
Select Inspector Profile Photo Clear Inspector Profile Photo

% Sub Inspector Job Orders

Reports B B N
o Have picture passport

* Incolor.

Taken within the past 6 months, showing current appearance.

Full face, front view with a plain white or off-white background.

Between 1 inch and 1 3/8 inches from the bottom of the chin to the top of the head (shoulders to top of head).
Taken in normal street attire: Uniforms should not be worn in photographs except religious attire that is worn daily.
+ Do not wear a hat or headgear that obscures the hair or hair line.

« If you normally wear a hearing device, wig or similar articles, they should be worn for your picture.

€3 Feedback

&3 Expired ltems

« Do not wear eye glasses in photos, unless you need them for medical reasons (a medical certificate may be required).

Save >>




VSl Inspector Terms

Complete all the necessary information in the VSI Terms section. Three mandatory questions
are outlined in the VSI Terms, as illustrated in the screenshot below. Ensure that you provide
accurate and comprehensive answers to these questions to successfully fulfill the requirements
of the VSI Terms section.
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Compliance Document

Fill out the Compliance Document if it was not completed during the registration process or
make changes if necessary. Refer to the screenshot below.



Virtual Site Inspections EF A  CharesBown v

@ Dashboard Profile Information

& Profile Information User Information Account Information Invoice Information Inspector Photo VSl Inspector Terms Compliance Documents Coverage Area

B Job Orders
Required Complaince Documents

vV vV

Calendar
B Invoices
#& Sub Inspector
W-9 Field Inspector Agreement Code of Conduct

B Sub Inspector Job Orders

A Reports

&5 Expired ltems

Coverage Area

The "Coverage Area" feature is utilized to add zip codes, and it plays a crucial role when
assigning job orders to inspectors. It enables the system to display inspectors based on their
coverage area relevant to the job order. This ensures that job assignments are made to
inspectors whose coverage aligns with the geographical requirements specified by the zip
codes associated with the job order's coverage area. In essence, the coverage area
functionality facilitates efficient and targeted assignment of job orders to inspectors based on
their designated service areas.
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