
 
 

How to Check in & out of a Snow Removal Work Order 
1. Locate your work order and select  Check in 

 

 



 
2. Next  you will be asked to confirm your check in loca�on  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

3. Now you will take your BEFORE photos as you arrive on site 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

4. Select “add photo” and take you mandatory (3) photos 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 



 
 
 

5. You will see the number of pictures in the botom le� as you take them 
a. Click “done” when you have the required amount 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 



 
 

6. Next you will click “finish service ac�on” to move forward 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 



 
 

7. Then you will select any “service tasks” that you completed while on 
site 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

8. Next, you will complete your service and take your “a�er service photos” 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

8. Next, press “complete” to finish your trip.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

***IF IT IS STILL SNOWING OR YOU WILL RETURN TO THE SITE LATER 
THEN YOU MUST SELECT “MUST RETURN”*** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 



 
 

9.  Click on the drop down and select the default “it is s�ll snowing” 
op�on so you will have a new trip to check into upon return  
 

10. Finally, click “finish check out” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
11. You will see the new return trip created with the “must return” purple 

pin 

 

 


