Manage Team - Provider

& Servicelive

This lesson explains how to Reset Password for Provider Firm and Service Pro(s), Add a New User and how to

Edit Service Pro Profiles: General Information, Marketplace Preferences, Skills & Services, Licenses &

Certifications, Background Check, and Terms & Conditions tabs.

1. To Reset Password:

a.

Hover over LEUEEINANED tab.

Click on k&

’ H L‘ T-Ij-lurl:.r:ﬂf -.P.-ZI-T.T:-;:\.!-_I-,?Tl:u:-j)lﬂf.JL-L-J-t | Contact Us | Logout
o Servicelive

How to-do is done today

-
Service Order Monitor ServiceLive Wallet Order Manmement@’l Administrator Office
Performance & Profile Statistics Service Order Statistics
Ratings {124)
y * ko Lifetime Rating 109 - Today 77 - Accepted 12 - Pending Cancel  Total Vaslue Received: $13,058.04%
8 116 - Received 0 - Bid Requests
56 - Problem 5 - Bulletin Board *Excludes Bid Requests

Servicelive Status Monitor

Scroll down to Service Pro Profile you would like to edit.
Hover over Take Action == ink,
Click on [Feset password| |ink.

(New)
Dashboard Service Order Monitor ServiceLive Wallet Order MarlawemenlL—’ Administrator Office

Manage Users

Manage the accounts of all of the dispatchers, administrators and providers that you have registered on Servicelive, Clicking on a team member's name will take you to
that person's profile, where you can review and edit their public and private information. Click 'add new user'to add new members 1o your tleam.

) There are currentiy[14] users.

ro—eereer Background Phone it
rint on Check Number <

. Na Lou AlLou Approved (market
Take Action == to (User I 19459) Active ready) Clear 1234567891 Installer i Manager
Take Action >» ] Wayne BoWayne InActive Declined Clear 1234567881 Carpenter Handyman
Phato (User Id# 24091) p yrm

Edit Profile
F?p-;:tF'n::'-.ﬁ.-‘rrdM
Popup box will display, click on ONTINE. | \tton,

Note: This will send you a ServicelLive Password Reset e-mail.

Reset Password

Are you sure you want to reset the password for Christine Test
(#77150)7 f

An email with a temporary password will be sent to the email address on this account

Cancel CONTINE
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g. Click on ResethyPassword |ink jn ServiceLive Password Reset e-mail you receive.

Senvicelive sent this to Your
included to show this message onginated from Senvicelive

nameis

=

ServicelLive Password Reset

Equest to reset your ServiceLive password. Please click
flink to set a new password

Reset My Password

For further assistance, please see our FAQS or contact us at 1-888-549.0640
or support@senvicelive com

Sincerely,
Your ServiceLive Support Team

This e-mail was auto-generated. Please do not reply.

ServiceLive, Inc.

3333 Beverly Rd/ B6-244A
Hoffman Estates, lllinois 60179
(BB8) 548-0640

2009 ServiceLive, Inc. (v 1.0)

2. Create your (new) password screen will display:

a
b.

a o

Type and confirm a password following the specifications listed.

Password strength will be identified in bar. If your password is not strong, consider revising.

Click on drop down list to display Security Questions.
Navigate to preferred Security Question, click to select.
Type the answer in the box to Security Question you selected.

LOGIH  pbutton.

Click on
This will reset your password and login you into Servicelive.

Welcome to ServiceLive
Create Your Password

Please create your account access information below. Be sure to keep record of the information in a safe place

ltems marked with an asterisk (*) are required.

‘Passwolidl  sessssss

‘Confimn  ssesssss

Strong @

Password strength

' Security Uhgstion Select One
Select One
, [Princess | What was your favorite place to visit as a child?
Answer What is the name of your favorite pet?
[ LOG I J Whatwas the make of your first car?

What street did you grow up on?
‘What high school did you attend?
‘Which phone number do you remember most from your childhood?
YWho is your fasvorite actor, musician, or artist?

‘What is your favorite color?
What is your favorite movie?
What city were you bom?

« 3 characters minimum

e Acombination of letters and numbers
or letters and special characters such
as-#@!+/-.

o Capitalization is recommended but
not required.
Reset Password must not maich

exactly the previous four passwords.

- e—0

—@
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3. To Edit Service Pro Profile:
a. Hover over tab.

b. Click on

Walcorne, Brian ScBrian! #0254

-/’-\- Training | Cornmunity | Blog | Support | Contact Us | Logout
5 S@Nlcel_lve aining | Cemrmunity | Bleg | Suppert | Contact Us | Legou

How fo-do is done today

N . o (New )
Dashboard Service Order Monitor ServiceLive Wallet Order Management
Available Walleij
Performance & Profile Statistics Service Order Statistics
Ratings {124) . .
*hdkkdr Lifetime Rating 109 - Today 77 - Accepted 12 - Pending Cancel  Total Value Received: $13,058.04
116 - Received 0 - Bid Requests
56 - Problem 5 - Bulletin Board

Servicelive Status Monitor
c. Scroll down to Service Pro Profile you would like to edit.
d. Hover over Take Action == [inf

e. Click on EditFrofile] [ink.

New
Dashboard Service Order Monitor ServiceLive Wallet Order Mmauemenlu Administrator Office

Manage Users

Manage the accounts of all of the dispatchers, administrators and providers that you have registered on Sewvicelive. Clicking on a team member's name will take you to
that person's profile, where you can review and edit their public and private information. Click 'add new user'to add new members to your tearn.

) There are currentiy[14] users.

ro—eereer Background it
ministration Check e

. Ne Lou AlLoy Approved (market
Take Action == Active Clear 1234567891 Installer f Manager
o (User |d# 19459) ready) g
Take Action »> i Wayne BoWayne InActive Declined Clear 1234567881 Carpenter Handyrnan
Phato {User Id# 24091)
Edit Profile

Reset Passwor

f. The Service Pro Profile will display and you can select appropriate tab(s) to edit.

Note: Refer to lessons in Service Pro (Provider) Profile course for details.

Now |
Dashboard Service Order Monitor ServiceLive Wallet Order Manaoement(—’ Administrator Office

Manage Users | Edit User

General 3 Marketplace g Skills 8 - Licenses & e Background Tarms B o
Information Preferences 4 Services = tertifications 4 Check Conditions wd
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4. Add a New User:
a. Hover over tab.

b. Click on

‘Walcomae, Brian ScBrian! #0254

] H Training | Comrmunity | Blag | Suppert | Contact Us | Logout
5 Serv'cel_lve sining | Cornmunity | Blog | Suppert | Cantact Us | Logou

How to-do is done today

Now
Service Order Monitor ServiceLive Wallet Order MarragementD Administrator Office

Tuesday, October 8
Available wall

Performance & Profile Statistics Service Order Statistics
Ratings {124)
i ne Rating 109 - Today 77 - Accepted 12 - Pending Cancel Total Value Received: $13,058.04*
8 116 - Received 0 - Bid Requests
56 - Problem 5 - Bulletin Board *Excludes Bid Requests

Servicelive Status Monitor
c. Scroll to bottom of page and click on 'ADD AHEWUSER bytton.

EF (Jwe

Take Action == C qweow $50.00

ADD A NEW USER

d. Refer to lessons in Service Pro (Provider) Profile course for information on how to fill out each tab.

(New)

Dashboard Service Order Monitor ServiceLive Wallet Order Management

Manage Users | Add New User

General Skills & a Licenses & ry Background ry Terms & ry
Information Services Certifications Check Conditions

(User Id# )

Servicelive simplifies project management by letting your service providers accept and rmanage their own orders, That means
less adrministrative work for you and vour staff and more time in the field for your service pro.

Role in the Marketplace

will thiz person perforrn zervice on orders from the marketplace?

'G}Yes ONO

In order for your cornpany to participate in the marketplace, you must have 'Service Pro Profiles' complete for each
Service Pro in your cornpany who will be performing wark in custorner's hormes, Please select "ves' if vou would like to
register a Service Pro Mow,
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