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Welcome to HindSite
Connect!

With HindSite Connect, you can send the following 9
types of emails:

1. Confirmation — This is an email you send
immediately after scheduling an appointment.

2. Reminder — This is an email that you send a
day or two in advance of your appointment,
reminding your customer that you will be there
soon.

3. Reschedule — If you reschedule an
appointment, you can send a reschedule email
that informs them of the new date and time of
the appointment.

4. Cancellation — If you cancel an appointment,
this email notifies your customer that the
appointment has been cancelled.

5. Completion — This is an email that is sent
after an appointment is completed notifying
your customer that the work order is
completed.

6. Incomplete — These emails are sent for the
work orders that have not been completed.
They are great for informing the customer why
the appointment was not completed and what
the next steps are.

7. Mass Send — These can be used to send
information about appointments in a mass

send format.

8. Generic - This is a one-off email. Its best use
is as a blank email you can type a message in
to that is specific to the customer.

9. Contracts — If you offer annual contracts to
your customers, you can send out each
customers’ individual contract details through
Job Contracts.

In our document titled Setting Up Templates For
HindSite Connect, we walked you through how to
create and edit the templates you’ll use for these
emails. In this document, we’re going to show you how
to setup and send these HindSite Connect emails.
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Getting Started

A few notes before you jump right in:
o Make sure you have the latest release of
HindSite. If not, update HindSite.
o Ifyou have not agreed to our Connect

ind>rie Corporation - Server - HindSite Software:

“4NDSITE SOF TLWARERIEE: ~  Group Description
ADMIN ADMINISTRATORS
STAFF STAFF GROUP

Maintenance

A Maintenance

Daily Work Rights.

Maintenance Rights

0
@
8

contract, please do so first. We cannot s
allow you access to HindSite Connect e
without agreeing to our terms. Purge VorkOrdrs
1. You will first need to connect your o
SendGrid account to HindSite. You must imgce
do this under two ID’s: ADMIN and your o
personal ID.
a. Click Go to Maintenance “
b. Click Utilities. [ =]
c. Click Menu Configuration. EN
d. Click Users. =— el [
m Group Description  ADMINISTRATORS
[} « User Name
EY ABBEY
a BROOKS BROOKS
e. Select ADMIN. E’Ea% Eﬁtﬁ%
f. Click More Options DERAICK pERAICK
RIck RIcky
STEVE STEVE
UserlD | ADMIN e More Options "
UserName admin
g. Enter your SendGrid User ID and Password sassases ot [y s
Password Retype Password sssesses ;:‘Ij::eoi\::na T
h. Click Log In ot e ® ke g i Sar
i. Enter the Default From Email (the Araye Fun Emergeney Backup? © imcs ApprovaiOny ‘
email address you want your Min Batwoen Backups B
emails to send from) ey \
j- Enter the Default From Name to

change the Sender Name of your
emails (optional)

Please Note: Any misspelling or
mistyping of an email address
could cause sending and replying
issues with your emails. Please
type carefully!

Additional Options

SendGrid

| Loginto set Default
Email Address

e User ID: |ange|a—demo

Default From Email | angelag@hindsitesoftware.com
Default From Name |HindSite Software

Close Options =

Repeat this process under each User who will be

sending emails. For the Default From Email, enter
the same email used for Admin or the User’'s own
email address (up for you to decide).

HindSite Connect
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Setting Up Default
Email Templates

Default templates are used when the individual
services do not have templates set for them.

Click Go to Maintenance

Click Utilities

Click Application Setup

On the right side menu, select HS

Connect

If you have added or made edits to your

templates you will want to hit the refresh

button. This will pull in any new changes

to your templates from SendGrid.

6. For each of the email types, select a
template to be set as the default.

7. Test Confirm will have HindSite test your

IP address to make sure your Web Sync

settings are up to date and can accept the

confirm/reschedule link clicks

(Recommended testing before sending

emails out live and after updating

HindSite in the future)

e N

o

8. The Manage button allows you to:
a. See which templates have bad
HTML in them
I. If you see ared X next to
the template name, you will
want to review the template
to ensure it does not contain
incorrect codes or
information
b. Decide which templates will be
visible in the drop downs
c. Edit templates (Please see note
on following page regarding
editing templates within
HindSite)

HindSite Connect

Menu Configuration
Change Password
Purge Work Orders
Alter Record IDs
PhoneTree Setup

Auto Backup

Imports.

Theme

:
" GaoTo Daily Work
Save

Close

B et

Application Setup

| Application Set
% HindSite Connect e
User Defined Fields
Refreshec: 2/2/2015 2:16 PM1_ (@)

Email Templates e
Misc.

Accounting Options

Confirmation | & & Generic Appointment Confirmation w/ Links Display Options
Reminder | & @ Generic Appointment Res =] @ Allow Automatic Sends Field Postscript
Canceled | & (@ Generic Appointment Cancellation =]
Completed | & (& Generic Completion Notification w/ Survey Links @ Allow Automatic Sends
Rescheduled | & @ Generic Appointment Moved/Rescheduled =]
Incomplete | & (@ Generic Incomplete Template a8
Generic | & (@ Generic Template
% Powered by SendGrid
(D) When using time ranges, always show the first appointment of the day as an exact time e 8

[J)when using time ranges, do not allow the range to precede the start of day
€ When adding a new email address, automatically check all the boxes

Number of days before scheduled date to send automatic reminder

ADMIN Default User for Connect Messages

[iJ Manage SendGrid Campaigns 0

<

Campaign Mame Do Mot Use Edited Version

e N N
0

Generic Appointment Completion Notification I

Generic Appointment Moved/Rescheduled Mo
Generic Appointment Reminder No
Generic Appointment Scheduled No

. 3
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Setting Up Default Email
Templates Cont...

d. An HTML editing screen will pop up.
e. Onthe HTML editing screen, you have
the ability to edit:
i. Font Type
ii. Font Size
iii. Font Style
iv. Font Color
v. Highlight Color
vi. Hyperlink/Image Insert
1. Please note: When
inserting an image, it
must be a website link
(URL).
vii. Alignment of Text
viii. Numbered/Bulleted Lists
ix. Indentation of Text
f. If you choose to not keep your changes,
or would like the edited template to go
back to the original version, click the
Back To Original button
g. Once finished, click Save.

**Please Note: HindSite STRONGLY
recommends editing your templates in
SendGrid, not in HindSite. If you edit
your templates in HindSite, your
changes will NOT appear in SendGrid.
When refreshing your templates,
HindSite will not pull through changes
made in SendGrid if the template has
been edited in HindSite, so to not lose
changes made in HindSite. To pull
through your SendGrid templates again,
set your template in HindSite as “Back
To Original” (f).

9. To determine if a template has been edited,
check the column titled Edited Version. Yes
means it has been edited, No means it is the
original email template created in SendGrid.

10.To not show a template in the template select
drop downs, simply check the Do Not Use box.

11. Click Save when finished.

HindSite Connect

(i) Edit HindSite Connect Templates

Times Mew Romar l 3

Heading 2

0 Back To Original

o=

w Manage SendGrid Campaigns @ e

Bad HTML Campaign Mame Do Mot Use  Edited Version

DM GeoeiofoporimrtCocelaon W m
Ol Generic Appointment Completion Notification v No

Generic Appointment Moved/Rescheduled v No

Generic Appointment Reminder No

Generic Appaintment Scheduled No

@ —

< 1 ¥ Close
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Specifying Time
Settings for Emails

You have some options when it comes to how
times are displayed for your first appointment
of the day:

1. When using time ranges, always show
the first appointment of the day as an
exact time

a. Your first appointment of the day’s
email will show the exact time it is
scheduled (determined when an
appointment is scheduled at
exactly your start time)

b. All appointment emails following
the first appointment of the day will
be set to reflect the time range you
have set up in your template for
that service and type of email

2. When using time ranges, do not allow
the range to precede the start of day
a. Your first appointment of the day
will reflect the time ranges you
have set in place in your email,
however, they will not state a time
before the beginning of your day.

3. Click Save when finished.

HindSite Connect

Qoo

HNDSITE SO TLARE
Maintenance

M Mainienance

@ Uiiites

II

Application Setup
Menu Configuration
Change Password
Purge Work Orders
Alter Record IDs
PhoneTree Setup
Auto Backup
Imports

Theme

;w'; HindSite Connect

Email Templates

Confirmation Generic Appointment Scheduled

Reminder Generic Appointment Reminder @ Allow Automatic Sends

Canceled Generic Appointment Cancellation
(0 Allow Automatic Sends

Rescheduled Generic Appaintment Moved/Rescheduled

Incomplete

]
L]
@
Completed | & & Generic Appointment Completion Notification
@
3 (@ Generic Incomplete Template
@

00 nnDnnn

Generic Generic Template

©% Powered by SendGrid

ew‘h\mm

& PDA Uiites

" GoTo Daily Work

=
£ 1HA
gl- i
g ¢

oo
551

Date/Time: at 8:00 AM

HNDSITE SO TLWARE
Maintenance

@ Mainienance

& uvslises

II

Application Setup
Menu Configuration
Change Password
Purge Work Orders
Alter Record IDs
PhoneTree Seiup
Auto Backup
Imports:

Theme

[[) When using time ranges, do not allow the range to precede the start of day
(0 When adding a new email address, automatically check all the boxes

Test Confirm

2 Number of days before scheduled date to send automatic reminder

|ADM\N |v| Default User for Connect Messages

0.

e, 55 East Fifth St, 5t. Paul 80

9 00 35 East Fifth St 5t Paul

10%

Date/Time: between 8:00 AM and 11:00 AM

ﬁ HindSite Connect Application Setup

User Defined Fields

Email Templates Refreshed: 12/11/2014 1217 PM (&)

Misc. Settings

B Display Options
Confirmation Generic Appointment Scheduled

Field Postscript

Reminder Generic Appointment Reminder @ Allow Automatic Sends

Distributor Options

Canceled Generic Appointment Cancellation
(D) Allow Automatic Sends

Rescheduled

Generic Appointment Moved/Rescheduled

Incomplete

]
@
]
Completed | % @ Generic Appointment Completion Notification
@
P @ Generic Incomplete Template
@

Generic Generic Template

% Powered by SendGrid

a () when using time ranges, always show the first appointment of the day as an exact time

& When using time ranges, do not allow the range to precede the start of day

(J When adding a new email address, automatically check all the boxes

e —

2 Number of days before scheduled date to send automatic reminder

|ADNHN |v| Default User for Connect Messages

0.

gu
qm

ware, 55 East Fifth St, St Paul

Date/Time: between 8:00 AM and 11:00 AM
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Assigning Templates to
Services

Maintenance

With HindSite Connect, you have the ability to

assign certain email templates to certain services. e
By default, none of the services will be setup to Routes a
send emails. You must set these up yourself, 0
Tax Codes
1. In your HindSite: ERETT)
i ' E - 7 Services
a. Select GoToMaint. _ ProductiParts +% Commercial Billng
b. Select Services and Categories. Fild Remarks a Y rigaiion)
c. Click on the category you wish to immeEs &L Ferilzation
set u tem Iates fOI’ Sy ----__J; Lawn Maintenance
p . p g T fx Snow
d. A button titled HindSite Connect Contact Status i % Flowers
Options will display to the right Offce Comments
allowing you to determine the ok Caieganes
sending of emails for all of the et .
services within that category. You T
have the option of: . [—
= Setting services to send emails
. . ‘Message
= Setting services to not send -
emaI|S - GoTo Daily Work
@He\p
***|n this example, we are e
choosing to have every service
within the Irrigation category _ _ _
. . . - | Service Categories/Services
send a confirmation, reminder, 2w
rescheduled, and cancelled a o
email. We will not have emails OPL“&S o
. . @ Active On
send for completion emails. Confirmation | setto Send g e O:w
Reminder | Setto Send - 5 Al
Please note: You still have Canceled | Setto Send a
the ab|||ty to go in manua”y Completed | Do NOT Send B
and check which emails you Rescheduled | Setto Send a
want to send for individual reompiete [Set o Sond g

e 1o ust @ el e ]

) e Update Labor Cverride
simpler way to mass select
for all the services in a
category.

MNew Category

New Service

e. Click Update once you have made
your selections.
f. Click Save once finished e

HindSite Connect
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Assigning Templates
to Services Cont...

Senvice ID Description Category
Maintenance -‘
f. Open the service you wish S5 serees
X Routes w- % Commercial Billing Service ID & Res. Start Up © Active
to send emails for. -5 mgaton escrgton. 4 ngasen st @sendoned | Dispiay
| /" Com. Start-Up Ccategory @ Irrigation B  OshowDollars Options
T i g
g On the bOttom Of the o Codes | ComWintenzal | o op i ours @100 ManHr. Cost ©$000  Sort Order @40 ©® Active Only
- Emph ~" Com. Monthly In: T Res. Start U Inactive Onl
oyees | @ Res. StanUp QB FullName (@ Res. Start Up nactive Only
screen, select HS rotcaren | /£ s | . "
Field Remarks | [ Res StatUpw/
Connect * Res StanUp PF| Acct.Type Send to invoicing [l Bill Type Fiat Rate B Tex @ Mo -]
Assessments * Res. StartUp PF
e — * Res. Winterizatic | Min. Surcharge Override Labor @ a8 Labor Override

h. A list of email types will
appear.

i. If the email type has a
“checked” box, it means
that email will go out for
that service.

J. You will now need to
select the template you
wish to associate with the
service. The drop down
will list all of the email
templates you have
available. Note that if
you want to use the
default template (set up
on the App Setup
screen, pg. 4) for a
service, you can leave
this template field blank.

k. Click Save.

HindSite Connect

* Res. Winterizatic
Contact Status * Res. Winterizatic

s
7/
7’
s
/s
7
/" Res. Winterizatic
/s
/
s
7/
7’
s

[ TripCharge [)TripbyUDF & By 1st Trip

Office Comments o ¢|  efaut Rate 000 ey Minutes

» es. Winterize m

Minutes [JeyDrive Triggers

Work Categories * I Service Labo

* I System Checl
Estimate Templates —

" I System Checl | [JFlat Rate DefaultRate @ 7500 UD @ Rates B Candivis
o nirart Tarmetsios * Inigation Install | & Flat by UDF

* Imigation Warmar
3 | 1/ wigation Estima
&P PDAUtiibes i % Fertlization

- % Lawn Maintenance
8- % Snow

i % Flowers

B Message

" GoTo Daily Work

@ Hep

1 e

@ Send Confirmation Emails|

SubLine @ Res lrrigation Start Up [
() Hourly by UDF New Category

New Service

Close

Template & Generic Appointment Cenfirmation w/ Lir na

% Send Reminder Emails

Template @ Generic Appointment Reminder n

C] Send Completion Emails

% Send Rescheduled Emails

Template & Generic Appointment Moved/Reschedulec n

¥ Send Cancellation Emails

Template & Generic Appointment Cancellation n

¥ Send Incomplete Emails

Template & Generic Incomplete Template n

€

Labor Override

Triggers

7 MNew Category

New Service

Delete

c Save
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Contact Email Flags

At some point, you will probably have a
customer who no longer wishes to receive
emails from you. You have the option to set
specific customers and their emails to either
receive or not receive your emails. To set
this:

1. Open the contact you wish to adjust
the email sending options for.

2. Click the Add/Remove button next to
the Phone/Email.

3. Scroll over to see the options of
emails that can be sent to the
customer.

4. |f the box is checked, the customer
will receive those types of emails.

5. If the box is unchecked, the customer

will not receive that type of email.

6. Click Save when you have made your

changes.

7. If you would like every new email
address you enter into HindSite to
have the boxes checked, check the
box ‘When adding a new email
address, automatically check all the
boxes’ under Application Setup.

Please Note: If you would prefer to
not have the boxes check
automatically when adding a new
email address, do not check this
box. You will need to go in
manually and check which emails
you would like the new email
address to receive.

HindSite Connect

0 Frttons S biims 1 Sorin iy Hop gt
ndS are kel | |StPal | |
’Cnn(ﬂcis Display
Opions

] Inactive

Spreadsheet Export
Prospects
Print Labels: L) ey

= [ Sold
Customer Times =
MS Merge
Import 3 awﬁp\ay
gmt
Mass Schedule Companies
Change Field - History

B8 vork Ordere
@ Revorts

@ Sub Systems

Change ID
Pre-Payment

Schedule

- GoTo Maint

jadadaan

Delete

HE R
IiIiIII
H
!
il¢

Bt Close

Phone/E-Mail |Primary Phone - 888-752-5978 E-Mail - abbw@hindsitesoﬂware.cone I l

E] Phones/Email

Eval  Emsl  Emal  Emal  Emsl _ Emal  Emai Erat

Poome mber | Blorim | Ebalt invoice? Corfim? Remind? Resched? Complele? Cancel? Incomplete? 5255,
3 abbyj@hindsitesoftware.c ] [=]
G —
e ‘ '
HINDSITE SO TL/AREIEY Application Setu
a Hlndsrte COHHECt & -
= User Defined Fields
Email Templates Refreshed: 12/11/2014 12:17 PM (:) e
Misc. Settings
@ uiiies =
Display Options
Confirmation | % @ Generic Appointment Scheduled -] isplay Option:
Application Setup : -
Field Postscript
Menu Configuration Reminder | % (& Generic Appointment Reminder [-] & Allow Automatic Sends
Distributor Options
Change Password Canceled | & @ Generic Appointment Cancellation B
Purge Work Orders
Completed | & @ Generic Appointment Completion Notification [-] (0) Allow Automatic Sends
Alter Record IDs
Rescheduled | % @ Generic Appointment Moved/Rescheduled =]
PhonsTres Setup
Incomplete | % & Generic Incomplete Template B
Auto Backup
s Generic | & @ Generic Template B
iz % Powered by SendGrid

3 Wanusin s arss, sy showth st ot f ey 4 s
[C) When using time ranges, do not allow the range to precede the start of day
@ When adding a new email address, automatically check all the boxes

Test Confi
2 Number of days before scheduled date to send automatic reminder

|ADM\N | v| Default User for Connect Messages

& PDA Uilities
“ o
= Exit

GoTo Daily Work
== =
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Sending From the
Daily Screen

Now that the templates are in place, it's time to
start sending emails. A good portion of your
sending will most likely be happening from the
Daily screen.

1. To send a Confirmation email:
a. Click on Daily under the Schedule
tab.
b. Schedule a customer as you normally
would.
c. Click Save.

2. If you are sending an email to a contact with
more than one email address, the HindSite
Connect screen will appear.

a. The preview of the email can be seen
by selecting the individual and
clicking the pop up arrows in the
lower right corner.

b. You can select whose email address
of the contact should receive the
email (A green check means they will
receive the email, unchecked means
they will not)

To send the email, click Send.

If you are not ready to send, click the

Cancel button (You have the option to

send the email later, Cancel simply

stops it from being sent immediately).

e o

3. If you are sending to a contact with only one
email address, the preview screen will pop
up automatically. You have two options:

a. Edit Email — This allows you to
change the text of an individual email
without changing the template.

b. Click Send and the email will send
immediately or

c. Click Cancel and the email will not be
sent (You have the option to send the
email later, Cancel simply stops it
from being sent immediately).

HindSite Connect

Crra—
&

Do
History

Daily Must Do

i

~le] e g?.;
gls gé §
i i

" GaTa Mt

prosresomo S e o ] =
| Deilywork |
Company: HindSite Software
WO & 48323
Address2. Balance:
Account Number E-Moil abbyj@hindsitesofware com
work for next seas ALL
= Sance Catogory Service Toch Time Req Crowsize: 1
Flog in Office
Wark Flag in Fiekd:
ENP. g Schedule Time 8:00 AM
Tuesday. November 26 Tuesday. ber 26 3
) =
=
o
.
" °
w =
==
30 -
—
indSite Connect =2

mation

als in this send:
Sending from:  abbyj@hindsitesoftware.com
Estimated time: Less than 1 min

Queued Emails: 0

Emails..
Send | Contactld Email Address
[0 Hindsite software mikev@hindsitesoftware.com

Preview.

ite Connect

Exrail o dislaying couee

THIMNDSITE

SOLUTION

Your Appointment Details

*You have scheduled an appointment with RainCo. Here are the
details

Reference Number: 1115188

Service: Residential Irrigation System Startup

Address: b5 East Fifth St

City: St. Paul

Date/Time: between 10:30 AM and 12:30 PM on September 4, 2014

If you need to change or cancel your appointment, please contact
us by phone at (888) 752-5878 or reply to this email.

Thanks!
RainCo

Promotional Text Goes Here

[1 v
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Sending From the Daily

Screen Cont_ .. & HindSite Solution =
. . All emails are built and placed in the HindSite Connect email
4. |If you click Send, a screen will pop up queue.
informing you that your emails are in
the queue. This means the program is oK

loading the templates and that the
email is preparing to send. Click OK.

5. If you chose to send your confirmation
email later, you may do so from your

Dally Screen' . Monday, January 13 honday. January 13 o=
a. nght click the work order Crew #1-1 appts Eilon - e
b. Select HS Connect =
. Theopionioserdemaie . P —
order will appear. 105 i
d. Select Confirmation and your 112
preview will reappear with the 128

option to Send or Cancel (The
preview can be seen on the o
previous page).

-
=)
=1

\
o

6. There are two ways to send Reminder
emails: Manually and Automatically.

To send Reminder emails manually,
you must select the day you wish to
send reminders for from the calendar
in the upper right corner of the Daily
screen. You have the option of sending
a reminder email manually one of two
ways: From the schedule itself, or
from Daily Options. You are only able
to send individual reminder emails from

the schedule screen. You can send o o Do vie | e
multiple reminder emails from the Daily
Options. ==

To send from the schedule itself:

a. Right click the individual work
order.

b. Select HS Connect.

C. Click on Reminder (A preview will
pop up just like it did with the
Confirmation email. You can
choose to Send or Cancel from this
pop up preview as well).

HindSite Connect
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Sending from Daily
Options

To send from Daily Options:
d. Click Daily Options. From here,
you have two options:

e. Send using ‘Defaults’.

I.  This option will send
Reminders based on what
you have set up previously
under your Services and
Categories/ Application
Setup.

f. Send using ‘Options’. This will
open up a selection of options to
send Reminder emails by

ii. Services — Send
Reminders based on
Services for the day
selected.

iii. Techs — Send Reminders
based on a tech.

iv. Date — Select a date range
to send Reminder emails
for.

v. Divisions — Select a
division to have Reminder
emails sent for.

vi. Misc. — Will allow you to
select a template you
would like to send instead
of the designated reminder
template and also resend
Reminder emails that have
already been sent

g. Click Send once you have made
your selection.

HindSite Connect

e

30

-
-
m
E

w
a

—
)
5

w
=1

.
&l 1
8| B

Tuesday. Movember 26
Cal Chad David ke Steve

Tuesday. November 26

Move/Swap

R

Print New

E?;n] Daily Display Options - 11/26/2013

Options Cursor Position Division
@ Show tool tips (0 Show actual time
@ show distance en the schedule blocks ez

() show distance in kilometers Cmr

@ Show arrive and dispatch status
() show inactive techs

@ Color calendar based on the service category

(CIFiash high priority pendings Molti-Day Options

(] use progress colors () Do not schedule past werking hours

@ Display field created work orders on schedule Frst day of the workweek  [Monday =]

Last day of the work week  Frigay a
Number of techs to view before scrolling 12

Daily Master Report

Schedule Block Format
(] show balance on report

e Option 1 Option 2 Option3
el ] a s "a

‘Work Order Reminder Emails

Close

Work Order Reminder Emails
(] 5end using 'Defaultsn@ Send using 'Options’

Divisions g Misc
@ AL N
[} #* Clean Up Disposal

(] /" Dethatching

(] /" Dethatching PREPAID

C] # Dethatching PREPAID wiDiscount
[ #* Nathatrhing willizennnt i

_"Ei Techs i Date
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SOFTWARE

Automatic Reminders

To allow reminder emails to send
automatically:

h. Click the GoToMaint tab

i. Click Utilities

j.  Click Application Setup

k. Select HS Connect

I. Select a template for the Reminder
email section (You also have the
ability to set up Reminder emails by
the services under Categories and
Services)

m. Next to the Default Reminder Email
Template, check the ‘Allow
Automatic Sends’ box.

n. Once that box is checked, you will
have the ability to enter the number

HINDSITE SOF TLIARE
Maintenance

0 ” Maintenance

a Utilities
Application Setup
Menu Configuration
Change Password
Purge Work Orders
Alter Record IDs
PhoneTree Setup
Auto Backup
Impors

Theme

Email Templates

of days before the appointment you
would like to send the Reminder
email down below in the options.

Refreshed: 12/18/2014 2:18 PM @

Accounting Options
Misc. Settings

Display Options

Confirmation | 9 & Generic Appointment Scheduled -
Field Postscript
Reminder | & @ Generic Appointment Reminder - @@AIIDW Automatic Sends bi I - : :n-p
. istributor Options
) Canceled | &9 @ Generic Appointment Cancellation e
Please Note: The number of days e
before cannot be less than 1 day - _
24 h ou rs) Completed | &9 (& Generic Appointment Completion Notification ‘ & Allow Automatic Sends Office Assessments
( . . . Rescheduled | & (@ Generic Appeintment Moved/Rescheduled B
0. Click Save and your reminder emails
- . Incomplete & (@ Generic Incomplete Template -
will now go out automatically.
Generic | &9 Generic Template B
% Powered by SendGrid
Please Note Here are a feW d|SCIa|mers abo ut & When using time ranges, always show the first appointment of the day as an exact time
auto m atl crem | n d er em al I S: & When using time ranges, do not allow the range to precede the start of day
& When adding a new email address, automatically check all the boxes
. . Number of days before scheduled date to send automatic reminder
I BOth the SerVICe and the ContaCt mUSt be (For this to work, the sleep settings on your computer need to be set to "Never")
set up to receive reminder emails o - ———

automatically.

ii. Automatic reminder emails will only send
once for a work order. If the automatic
reminder email has been sent and the work
order is then rescheduled, another
automatic reminder email will not be sent.

lil. You can manually send the reminder email
even if you have reminder emails set up to
automatically send. The automatic
reminder email will still send the desired
number of days before even if you have
manually sent a reminder beforehand.

IV. For automatic reminders to work, one of
your computers with HindSite installed
needs to have the sleep settings set to
“Never” (server machine is recommended).

il

HindSite Connect
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Sending From the Daily
Screen Cont...

e Sohtware - HindSite Software - Scheduling

‘asr.rcsormna Phone B oo |
7. To send a Rescheduled appointment . e
emall _ 'ork Order Time Change

a. Reschedule the appointment as
you normally would.

b. Once you agree to the
time/tech/or day changes, click
Save.

This will change the time for this work erder. If that is what you want to do, click
on 'YES', otherwise click on 'NO' to cancel this change

ea HindSite Connect @

Preview...

Emdl et dinpinying ety Vi 2y b

"HINDSITE
S0L0TION

c. A preview of the rescheduled
email will pop up.

d. Edit Email — This allows you to e aeales
change the text of an individual Rewenes e rsiss
email without changing the s e
template. ourappeiniment s been reschediied o

e. Click Send if you are ready to DterTina: uetween 10:30 A and 1230 P o Seperter 27
send. Hyou need o change your sppantment,piease contact us by

phane at 883-123-4567 or reply to this emsil.

f. If you click Cancel, the email will

not send at this time.
Promotional Text Goes Here
oo=0
g. You always have the option to
right click the work order at a later
time to send the email.

HindSite Connect

Page | 15



Sending From the Daily
Screen Cont...

8. To send a Cancelled appointment

HindSite

SOFTWARE

email:
a. Cancel the appointment as you
normally would.
After you click Yes for the pop up
asking ‘Do you really want to
cancel this Work Order?’, and fill
in the information about who is
cancelling the work order and
why, your preview pop up will
appear.

Monthly View

8 Job Contracts

b.

. Daily Must Do

B vorconters

& Sub Sysiems

B

. w ISITESOFTWARE

Fizre - HindSite Scftware - Scheduling

o B o=

22 23 24 25 26 00 28

‘ Color Legend

Phone: 33&75275973 HindSte Software B vovember2013 CemnieeliE)
S e Tu vet T oo | e e mag e g
Company HindSite Software 2
[ 340567 8 3|10
o 011 2EE e 5 s 8 S
Address2 Balance e 2
24 25 26 (@282 3
city Stat zp = zaz
Technician ID ance - Property S = ‘(X)—M\Ire
A umb E-Mail Scheduled
work for next sez ALL
© Scheduled _Semice Category: Senice Tach Time Rea:
Pending | Imigation ~)[Res S@tUp =] [Mike -] 100 nes

Woik  NOCOMMENT
Descip

Cal Chad David

. ABC  Schedule Time: 12:00PM
&

he HindSite Solution

-
o
‘3

Do you really want to cancel this Work Order?

-
‘A
EE

=
15

) Schedule Date: 121 32013 @~

= More Options. a

Tuesday, Decernber 03
Mike

[ v J o |

»
£

I=Tel [s]v]= 0]+
~ s
. £l¢ N
-
||\J
181 I3

Steve

G HindSite Connect

Preview...

A preview of the cancellation
email will pop up.

Edit Email — This allows you to
change the text of an individual

THINDSITE

SOLUTION

email without changing the

template.

Click Send if you are ready to

send.

f. If you click Cancel, the email will
not send at this time.

Your appointment has been cancelled.
The following appointment with RainCo has been cancelled:

Reference Number: 1115186

Service: Residential Imgation System Startup
Address: 55 East Fifth 5t

City: 5t. Paul

Date/Time: 11:20 AMon September 4, 2014

If you need to reschedule or have questions about the
cancellation of this sppointment, please contact us by phone at
B88-123-4567 orreply fo this email

Thanks!
RainCo

Promational Text Goes Here

g. You always have the option to
right click the work order at a
later time to send the email.

HindSite Connect
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Completion Emails
(Automatic)

HINDSITE SOFTLARE

9. There are two ways to send work order B9 Hindsite Connect
Completion emails: Automatically and e @
Manually.

Application Setup
User Defined Fields

[Accounting Options

Display Options

Confirmatien | @ (& Generic Appointment Scheduled B
Field Postscn
lenu Confi Reminder | & (& Generic Appointment Reminder B @ Allow Automatic Sends Sl
Please Note: Field created work Ghange Password Canceled | @ (@ Generc Appointment Concellstion o
1 FrEsl SLeE=s Completed | & & Generic Appeintment Completion Notificati @ Allow Automatic Send
orders follow a different process 0
. . . Rescheduled | & (@ Generic Appointment Moved/Rescheduled B
when it comes to completion emails. e =
. - Incomplete eneric Incomplete Template
Please see page 19 for this process. _— Cererc | @@ G Tanpee a
Theme % Powered by SendGrid

TO aIIOW com pletl onem al |S to (@ When using time ranges, always show the first appointment of the day as an exact time Manage
. @ When using time ranges, do not allow the range to precede the start of day
automatically send: @ When g a nw el adives, sl chckalth bores
. - Number of days before scheduled date to send automatic reminder
a. Click the GoToMaint tab T

Click Utilities

(For this to work, the sleep settings on your computer need to be set to "Never")

[ADMIN H Default User for Connect Messages

Click Application Setup T

b

C.

d. Select HS Connect L

e. Select a template for the
Completed email section (You
also have the ability to set up
Completion emails by services
under Categories and Services)

f. Next to the Default Completed
Email Template, check the ‘Allow
Automatic Sends’ box.

g. Click Save.

*
:

% 7 m@1:48PM
-]

an NORTH REGENCY SQUARE, 900 E. COUNTY
06:30 AM LINE RD,
06:30 AM COUNTYLINE ROAD W., ,

WENDY'S #223 COUNTY LINE, 826 East

0630 Al COUNTY LINE ROAD,

In the field...

h. Complete the work order ey

I.  Once your tech web syncs to the 0
office, the completion email will
be sent.

06:30 AM RALPH AND KACOOS, COUNTY LINE ROAD,

Lunch

01:15PM

WALGREENS MADISON, 1100 HWY 51
NORTH,

HindSite Connect
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SOFTWARE

Completion Emails
(Manual)

10.To send completion emails manually:
a. Follow steps 9a-e
b. Next to the Default Completed
Email Template, uncheck the
‘Allow Automatic Sends’ box.
c. Click Save.

In the field... (For images refer to
page 17)

d. Complete the work order

e. Have your tech sync to the office.

Back in the office...

f. Right click the completed work
order

g. Select HS Connect

h. Click on Completion

i. A preview of the email will appear.

j. Edit Email — This allows you to
change the text of an individual
email without changing the
template.

k. Click Send if you are ready to
send.

[. If you click Cancel, the email will
not send at this time.

You may repeat processes f-j to resend a
completion email at any time.

HindSite Connect

55101

10

mail Templates

Confirmation neric Appointment Scheduled

Reminder neric Appointment Reminder
intment Cancellation

Canceled

neric Appointrment Completion Notification

slalaol alalae
g8 2§ g
£
3
Ef

Incomplete neric Incomplete Template

]
]
]
Completed | &
@
]
]

Generic Generic Template

% Powered by SendGrid
& When using time ranges, always show the first appointment of the day as an exact time e
@ When using time ranges, do not allow the range to precede the start of day
@ When adding a new email address, automatically check all the boxes

Number of days before scheduled date to send automatic reminder

(For this to work, the sleep settings on your computer need to be set to "Never")

[ADMIN [ +] Default User for Connect Messages

Himdsite Sefiware. 55 Easi Fith St SL Panl [
f

Refreshed: 12/11/2014 1217PM. (@)

(0 Allow Automatic Sends

(D) Allow Automatic Sends

Accounting Options

Display Options

Field Postscript

]

HINDSITE
SOLUTION

Your Appointment Is Completed!
The following senvioe has bean completed by one of
ourtechnicians. Hes

2 the details

- 1115186
jentis! Imgation System Startup
st Fifth 5t

Paul
ed at: 9/4/2014 4:04 M

ny questions about your appointment,
ct us by phone st 888-1234567 or reply

Thanks!

Promotional Text Goes Here

mmam

Page | 18
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Completion Emails
(Field Created Work
Orders)

The automatic sending of field created work
order completion emails is dependent on your
settings within HindSite.

Application Setup

Application Setup .
User Defined Fields
Company Information

@ Maintenance Accounting Options
Name RainCa Phone  (383) 752-5978 e
b 'ﬂunlms P - sc. Settings
. ) ress 123 Minnesota St Address 2 e
11.To automatically send field created mEme ciy 5tPau site 1 e
. . . Menu Configuration E-Mail e
work order completion emails: R S
. . Office Options Web Sync
a. Click Go To Maint Pure ok Orers T
. g, Alter Record IDs Map Code Techs Displayed 6 Schedule | I HS Connect
b. Click Utilities posl @) o
. . @ Distance Use midPoint . @ Half an Hour
c. Select Application Setup S I
. Imports
d. Under Misc., uncheck the box Fets Ot

@ United States

next to ‘Field Created WO Req. e e

Office App.” This will allow field ot oy payl ot 7 N
created work order completion
emails to send as soon as the
tech completes the work order

and web syncs.

Misc

" PDA Utilities.
Print User Fields on Work Order Print Use services based on square footage (open up measuremen

[0l . Ficid Created WO Req, Offce App | Use Route Schedule (open up route screens)
Remove pendings that matchfield WO (] Highlight Search Fields

] Allow multiple instances of HindSite Share data with TBS (The Bid Suite)
Start HindSite Maximized Share data with Paymaster payroll

Show Incomplete Popup

Use monthly billing on owners report

If you check this box, the
completion email will be sent
once the office imports the field
created work order.

Email Templates Refreshed: 12/11/2014 1217 M () | ooy

e. Click Save.

Misc. Settings

Display Options

Confirmation | @ & Generic Appointment Scheduled B
Field Postscript
Reminder | ¥ (@ Generic Appointment Reminder - () Allow Automatic Sends
Distributor Options
Canceled | ¥ (@ Generic Appointment Cancellation B Web Syne
Completed & @ Generic Appointment Completion Netification ﬂ @ Allow Automatic Sends Office Assessments
Rescheduled | 9 & Generic Appointment Moved/Rescheduled B
f. Note: No Comp|etion emails incomplete | @ (& Generic Incomplete Template B
will send automatically unless Generlc | @ @ Generc Tempite g

you’ve checked the box S Powered by Sendri

Statl ng you Want Com pletlon @ When using time ranges, always show the first appointment of the day as an exact time
. H & When using time ranges, do not allow the range te precede the start of day

emails to send automatically.

& When adding a new email address, automatically check all the boxes
Number of days before scheduled date to send automatic reminder

(For this to work, the sleep settings on your computer need to be set to "Never")

‘ADMIN ‘v‘ Default User for Connect Messages

HindSite Connect
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Incomplete Work Order
Emails

12.To send an incomplete email:

Go to Work Orders

Click Incomplete

Select the work order you would
like to email

Click the HS Connect button

A preview of the email will pop up
This would be a good place to edit
the email and fill in the reason the
work order was incomplete. Click
Save if you do edit the email.
Click Send

—h

To review which emails have been
sent, and which still need to be
contacted, use the Emailed
column. Yes means an
incomplete email has been sent for
that work order. No means no
incomplete emails were sent for
the work order.

Please Note: Incomplete emails can
also be sent by right clicking the work
order on the Daily screen and selecting
HS Connect.

HindSite Connect

12

/e (WG 3 | Emaicd | DoteTime Scheduled | Work Order | Customer ID Customer Name Address zi~
T o W o oenman s Hindste Schtviare Abby Jakacki 55 East Fith SLSLP_ 551
2 o T T OO TITE150 Hindsie Sofimare by Takscht SSEad FROLOLE 55
= Mo AEAAAM 1116123 Hin are ‘Abby Jakacki 55 East Fith 5LSLF 551
Mo 4/9/20141:00 PH 1115153 Hi o Abby Jakacki 55East Fith SLSLP 551
No 4NB204T00PM 1115156 Hi o Abby Jakacki 55East Fith SL 5L P 551
No 4AYNATO0PH 15160 Hin are Abby Jakacki SSEaFtSLSLP 55| o
No 4/0/20041200P 1115157 Hindsite Scktmare Abby Jakacki SSEatFilhSLSLP 17| o ot
s " No 5/20410304M 1115165 Hindsite Scftnare Abby Jakacki 55East Fith SLSLP 551 e
il ~now Manager Mo 5/31/2M121200PM 1115163 Hindsite Software Abby Jakacki 55 Eact Fith SLSLP 551 e
Ho 6/7/2014 200 FM 1115172 Hindsie Software Abby Jakacki S5East Fith SL6LF 551
No BA220M4130PM 1118173 Hindsite Scftrare Abby Jakacki 55East Fith SLSLP 551
No B25/20141200PM 1118174 Hindsite Scftnare Abby Jakacki 55Eact Fith SL 5L P 551
Mo T2ANATOPM  1IB175 Hindsie Software Abby Jakacki 55East Fith SLSLP 551
No S202014100PM 1115177 Hindsite Scktmare Abby Jakacki 55East Fith SLGLP 551
a P No 8/30/20141200PM 1115179 Hindsite Scftnare Abby Jakacki 55East Fith SLSLP 551
Mo 9/2/20147:00 PH 1115182 Hindsite Scftnare Abby Jakacki 55Eact Fith 5L 5L P 551
s Mo WIMAIZAPM 1115185 Hindsie Software Abby Jakacki S5East Fith SL6LF 551
A)I";“’r":‘e‘:’a‘ii; No 9/5/2014 12:30 PM 1ms187 Hindsite Scftware Abby Jakacki 56 East Fifth SLSLP 551
No 92E/A1Z00PM 1115183 Hindsite Scftnare Abby Jakacki 55Eact Fith 5L 5L P 551
Pending [ [N WEMATOOPM 1115190 Hindsie Software Abby Jakacki 55East Fith SLSLP 551
Mo AAN41Z00PM 1115184 Hindsito Scftrare Abby Jakacki 55East Fith SLSLP 551
Ho 10/6/2014 11:00 &M 1115197 Hindsite Scftware Abby Jakacki 55East Fifth 5t. St P 551
Mo 10/222014 200PM 1115195 Hindsie Softmare Abby Jakacki 55East Fith SLSLP 551
ey No 10232014 1230PM 1115193 Hindsite Softvare Abby Jakacki 55East Fith SLSLE 551
Mo 10/28/201411:30AM 1118191 Hindsite Scftrare Abby Jakacki S5East Fith SLSLP 551
Arimin Times No 10/30/2014 1200 P 1116202 Hindsite Scftnare Abby Jakacki 55Eact Fith 5L 5L P 551
@ Rovors Ho 10/31/2014 100PM 1115192 Hindsite Software Abby Jakacki 55 E st Fifth 5t 51, F
a Mo 11/8/2014 00PM 1115203 Hindsito Scftrare Abby Jakacki 55 East Fifth St 5t.
s No 11/26/201411:30AM 1115209 Hindsite Scftnare Abby Jakacki 55 E ast Fifth St 5t.
& Sub Systems Mo /272014 100PM 1115207 Hindsie Softmare Abby Jakacki 55 E st Fifth St 5. P
No 1172822014 11.00AM 1115205 Hindsite Scktmare Abby Jakacki 55East Fith SLGLP 551 ReSchedule
[ — No 11/29/20141200PM 1115208 Hindsite Scftnare Abby Jakacki 55East Fith SLSLP 551
No 12M13/2014 1200PM 1116211 Hindsite Scftnare Abby Jakacki 55Eact Fith 5L 5L P 551 -
No 12AT20141100AM 1116213 Hindsite Software Abby Jakacki S5East Fith SL6LF 551
No TABAN3EINAM 1114897 Craly. David David Crary 1234 Johnson 5t Mi 551
= No T/5/213500PM 1115043 Test Company Jane Goodnone 1234 Big House Lane 551 WO Maint
GoTo Maint No T/B/MITOOPM 1115055 Test Company Jane Goodnone 1234 Big House Lane 551
No 729/2013800AM 1115048 Test Compary Jane Goodnone 1234 Big House Lane 551
No 8172013800 A 1115057 Test Company Jane Goodnone 1234 Big House Lane 551 Delete
Mo 8/5/2013 800 A 1115058 Test Company Jane Goodnone 1234 Big House Lane 551
No /62013 300 P 1115080 Test Company Jane Goodnone 1234 Big House Lane 551 ~ T
« m ’

HindSite Connect

Preview...

THIMNDSITE

SOLUTION

Your Appointment Needs to be Rescheduled

We are sorry but we were unable to complete your appointment due to needing to
order a part.

‘We will be in fouch to reschedule for a more convenient time to complete the work.
If you have any questions relating to this appointment, please call us at RainCo

¥

Thank you for your patience and your business. nd

RainCo ‘
J
Emaied | DateTime Scheduled Work Order Custorner ID Custorner N ame Address il
Tes 441/201411:30 AM 1115136 Hindsite Software Abby Jakacki 55 East Fifth 5t, 5t P 551
Mo 4/2/204 1:00 PM 1115150 Hindsite Software AbbyJakacki 55 Eagt Fifth St 5L P 551
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Mass Email Sends (Work
Order Maintenance)

HNDSITE SOFTLWARE] 1stSearch Field 2nd Search Field o 3rd Search Field 4th Search Field Retriove
[FirstName +| [ContaetiD

i = z) ke

Mass email sends can be used to contact a large serindsie — Fepert

number of clients with work orders at once. e@
WO work Order - Wi0: DateTime Scheduled Contact 0 Wi Tech D Wil Status 0: Invoice Status =

1115093 1/3072014120000PM  Hindsite Sofware | Sales Incamplete | Mo

1115095 1/3/20141:00:00 PM Hindsite Software  Crew #1 Mo

Incamplete

[wo: status +] [WO: Work Order #

4

O

N ¢ 4
i H &
3 g

H

)

Clear

o
o

i 1115096 1/26/2014100000AM  Hindsite Software | Crew #1 Incomplete | Mo
1. Select Work Order Maintenance located T |Tepmeisoion e cowees [Sor oo [Yes
1115098 1/74201412.00:00 PM Hindsite Software | Crew #1 Incomplete | Mo
undel’ Work Ol’derS 1 == 1115089 1/8/20141:00:00 Phi Hindsite Sofware | Sales Incomplete | No
) i ~ 1115100 1/9/201411:00:00 AM Hindsite Sofware | Crew-#1 Incomplete | Na
1115101 1/31/2014 110000 AM  Hindsite Sofware | Sales Incomplete | Ma
2- Use your SearCh flelds to generate a IISt yOU SEm=i=res 1115102 1/13/2014 9:00:00 AM Hindsite Software | Crew #1 Canceled | No
H = 1115104 1/14/2014 3:00:00 P Hindsite Sofware  Sales Incamplete | No
WOUId I|ke to Send to. Fendira 1115105 1/29/20141:00:00 PM Hindsite Software | Sales Incomplete | Ma
. Incomplete 1115106 1/16/2014 2:00:00 PH Hindsite Software | Crew #1 Incomplete | Mo Ermah
3 1115107 1/30/2014 2.00:00 PM Hindsite Software | Crew #1 Canceled Mo
. SeIeCt HS ConneCt' A pop Up WI" appear Recurring 1115108 1/26/20141.00:00 PH Hindsite Software | Sales Incomplete | Na -
H - 1118108 2{26/2014 2.46:00 PM Hindsite Software | Crew#1 Incomplete | Ma
aSk|ng yOU to Se|eCt a template. Adaiotmes 1115110 2172014 11:00:00 AW Hindsite Software | Crew-#1 Incomplete | No
1115111 1/23/2014120000PM | Hindsite Sofware | Crew #1 Incomplete | Yes
1115112 2142014100000 AM  Hindsite Sofware | Crew #1 Incomplete | Ma
115113 2(26/20141:23:00 P Hindsits Software | Craw #1 Incomplete | Ma
1115114 1/31/20141:00:00 PM Hindsite Software | Crew #1 Incomplete | No
1

115115 2/21/2014 200:00 PH Hindsite Software | Crew #1 Canceled | No

. 1115116 2472014 1-46:00 P Hindsite Saftware | Crew #1 Incomplete |No

4. SEIECt the template yOU WOUld I|ke to Send 115117 2/27/201411.00.00 Al Hindsite Software | Crew-#1 Canceled | No
essage

R . R R . 1115118 2/12/20141:00:00 Phi Hindsite Software  Crew #1 Incomplete | No
= 1115119 21242014 11:00:00 Ab Hindsite Software  Sales Incomplete | No Open
to your list (For instructions on including M i Mool i owisod oo sl I
1115121 2/13/201412:00:00 P Hindsite Software  Crew #1 Incomplete | No
Attachments and Assessments, please go stz SRAZIABIMNAM.  Hindehs Sofwore Same Incampate |No Deiow
1115123 2/16/201412:00:00 P Hindsite Software  Craw #1 Incaomplete | No
to Page 39) IJ- Exit 1‘112174 ?ﬂﬂwmmnnnnwm Hindsita Saftware | Salas Incnmnlete | Na . = Close
5. Click Review
a u' HS Connect Building relationships is what we do.

6. A pop up will appear with:
H H Select a template from the drop down list. This template will be used in the emails
a. ';']OW maTy e_rITaIIS WIIfI be Sﬁnt’ VIVhO being sent. Only the contacts with valid email addresses will send.
the emails will come from, how long
the mass send should take, and
how many emails are in your Queue Attachment | N o ]
b. A list of the contacts that will receive Assessment

the email
c. The ability to not send the email to

some of the email addresses in the

Template  Generic Mass Send - Cold Weather Alert ﬂ

list
d. The ability to pop up a preview of e

the email % HindSite Connect &
e. The ability to send the emails | —
f.  The ability to cancel this mass send Totals in this send: 200

Sending from: abbyj@hindsitesoftware.com e
Estimated time: 16 mins

Queued Emails: 0

Please Note: If a contact is listed multiples times
from past work orders, HindSite will not send

i'-} 1115098 2014-01-07 12:00:00 PM Hindsite Software abbyj@hindsitesoftware.com

every work order on the list. In this case, a
customer could receive multiple emails. =

duplicate emails to the same email address if the el

. . Cors o Send | WO= Scheduled ContactID Email Address -

information within the email is the same. For |

examp | e, if you do NOT have work order-s pec ific u 1115003 2014-01-301200:00 PM  Hindsite Software mikev@hindsitesoftware.com ‘

H H H H H H L] 1115095 2014-01-03 1:00:00 PM Hindsite Software abbyj@hindsitesoftware.com

I nformatlon In_your template’ HI ndSIte Wi ” On Iy (-] 1115095 2014-01-03 1:00:00 PM Hindsite Software mikev@hindsitesoftware.com |

sen d one emal | to eac h emal | ad d ress on th e | ISt. If @ 1115096  2014-01-2810:00:00 AM  Hindsite Software abbyj@hindsitesoftware.com i
4 H H H (] 1115096 2014-01-28 10:00:00 AM Hindsite Software mikev@hindsitesoftware.com

you DO have WOfk or'der-s'peC|f|c Informa:tlon In @ 1115097 2014-01-24120000PM  Hindsite Software abbyj@hindsitesoftware.com ‘

your tem P | ate, HindSite will send an email for @ 1115007 2014-01-2412:0000 PM  Hindsite Software mikev@hindsitesoftware.com ‘

HindSite Connect
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Mass Email Sends

P . W O |88 RainCo - HindSite Software - Scheduling = B2
e n d I n g O r I ( r d e r S HINDSITE SO TLARE Proposed dates less than or equal to: 11/30/2014 ~
1stSearch Field 2nd Search Field 3rd Search Field 4th Search Field

[W0: DateTime Schedule | [W0: DateTime Schedule -] | Bl -]

- [« -] [ ~ [Like -] [Like -

@l Job Contracts |

o oo - ——

kA Snow Manager 7 7
Tt Sort Field 2nd Sort Field 3rd SortField 4h SortField Single Rows

[ 3 =] =] 5) [ o Rkt

1 B8 vokowers

Work Order
Maintenance

Mass email sends can be used to contact a large
number of pending work orders at once. Here is
how:

=

Select Work Orders

2. Select Pending in the Work Orders
menu

3. Use your search fields to generate a
list you would like to send to.

4. Select HS Connect. A pop up will

appear asking you to select a

template.

Cancel WO

Mark Complete

m

1

History

Contact

Route List

Schedule

3
3

Delete

Close.

e % HS Connect Building relationships is what we do.
5. Select the template you would like to
Send tO yOUI‘ I|St Select a template from the drop down list. This template will be used in the emails
6. CI|Ck ReVieW being sent. Only the contacts with valid email addresses will send.
aTemplate Generic Mass Send - Cold Weather Alert n
Attachment | | m
Assessment

7. A pop up will appear with:
a. How many emails will be sent,
who the emails will come from, ?
how long the mass send should ™= |
take, and how many emails are e I

[

. Totalsin thissend: 34
In your Queue Sending from:  abbyj@hindsitesoftware.com a
b. Alist of the contacts that will Estmated e 2 mis
Queued Emails: 0

receive the email
c. The ability to not send the email el 0

Send | WO# Scheduled ContactID Email Address

to some of the email addresses 2000-01-0112:00:00 AM | 75 Sunset Rd, abbyj@hindsitesoftware.com

H H @ 1114697 2000-01-01 12:00:00 AM  ADAMS CASEY abbyj@hindsitesoftware.com

In the IISt . [/] 1114698 2000-01-01 12:00:00 AM ADAMS CASEY abbyj@hindsitesoftware.com

d . The ab|||ty to pop up a preV|eW @ 1114699 2000-01-01 12:00:00 AM  ADAMS CASEY abbyj@hindsitesoftware.com
. [/] 1114700 2000-01-01 12:00:00 AM ADAMS CASEY abbyj@hindsitesoftware.com

Of the emall @ 1114701 2000-01-01 12:00:00 AM  ADAMS CASEY abbyj@hindsitesoftware.com

h 1 [/] 1114702 2000-01-01 12:00:00 AM ADAMS CASEY abbyj@hindsitesoftware.com

e. The ablllty to Send the emalls @ 1114703 2000-01-01 12:00:00 AM  ADAMS CASEY abbyj@hindsitesoftware.com
f The ab|||ty tO can Cel thls mass @ 114704 2000-01-0112:00:00 AM  ADAMS CASEY abbyj@hindsitesoftware.com

send Preview...

HindSite Connect
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I8 RainCo - The HindSite Solution o B =
.
M aS S E m al I Se n d S HNDSITE SOrTLARE 1st Search Field 2nd Search Field 31d Search Field 4th Search Field
[ paiywork ] ‘

[cContactiD -] [CONTRACTS Staws =] - -

i mioe e ) se ]
(CO ntraCtS) :anContﬁds *

COMTRACTS: Contract Name: CONTRACTS: User CONTRACTS: Status CONTRACTS: Creates Chag.Cols.

5
Mass email sends can be used to contact a B

Only.
large number of contacts with contracts at Ve Conc ® Aloss

once. Here is how:

1. Select Job Contracts

2. Select Contracts in the Job
Contracts menu

3. Use your search fields to generate a
list you would like to send to

4. Select HS Connect. A pop up will
appear asking you to select a

° HS Connect

Schedule

Delete

template '
ﬁ HS Connect Building relationships is what we do.
. Select a template from the drop down list. This template will be used in the emails
5. SeIeCt the template you WOUId Ilke being sent. Only the contacts with valid email addresses will send.
to send to your list (for instructions eTemplate Generic Anmual Contract Detais B

gggsee rs](él)ng attaCh ments’ Jum p to Attachment |K:\Angela's Stuff\2017 Contract Packages.docx | m

6. Click Review Assessment

6

Review Cancel

7. A pop up will appear with:
a. How many emails will be

sent, who the emails will a

come from, how long the M ircic Comec: ]
mass send should take, and S |
how many emails are in your g - Y |
Queue Ermms A

Queued Emails: 0

b. A list of the contacts that will
receive the email et 0

- Send | WO Scheduled ContactID Email Address -
C. The ab'“ty to not Send the h 2000-01-01 12:00:00 AM abbyj@hindsitesoftware.com 1

: H @ 1114687  2000-01-011200:00 AM  ADAMS CASEY abbyj@hindsitesoftware.com
emall to Some Of the emall @ 1114698 2000-01-01 120000 AM  ADAMS CASEY abbyj@hindsitesoftware.com
add resses in the ||St @ 1114639 2000-01-0112:00:00 AM  ADAMS CASEY abbyj@hindsitesoftware.com

- @ 1114700 2000-01-01 120000 AM  ADAMS CASEY abbyj@hindsitesoftware.cam

d . The ab I | Ity to pop u p a- 9 1114701 2000-01-01 12:00:00 AM ADAMS CASEY abbyj@hindsitesoftware.com

. : @ 1114702 2000-01-01 120000 AM  ADAMS CASEY abbyj@hindsitesoftware.com
p review Of th € emal l @ 1114703 2000-01-0112:00:00 AM  ADAMS CASEY abbyj@hindsitesoftware.com
e. The ab”'ty to Send the emails @ 1114704 2000-01-0112:00:00 AM  ADAMS CASEY ablyj@hindsitesoftware.com

5l
£
H
» 0

f. The ability to cancel this
mass send

HindSite Connect
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Generic Email Sends

Generic emails are one-off emails that can be sent
to customers. These are convenient if you need
to inform the customer of a quick note or last
minute information.

**Please Note: The Generic emails are tied to
the Email Mass Send check box located under
the contact’s phone/email.

v Emal  Emal  Emal  Emal  Emal  Emal  Emai Emai
Invoice? Corfim? Remind? Resched? Complete? Cancel? Incomplete? Send?
abbyj@hindsitesoftware ¢ v v v v 7 7

To send the Generic Email, go to the scheduling
screen:

1. Select a template for the Generic Email
Template on the Application Setup
screen

Please Note: We recommend this be a
blank email template with your logo
located at top to make it easier to type
in the message you want the email to
include. We also recommend you
keep the subject blank when you
create this generic template in
SendGrid. The subject should
change with each email you send if
you are truly sending them as one-
offs, and you can edit the subject
right before sending in HindSite if you
leave it blank in SendGrid (See Pg. 36
for details).

2. Go to the Daily screen located under the
Schedule tab

3. Right click the work order you would like
to send a generic email to, select HS
Connect, and select Generic

4. Click the Edit Email Button located in the
top right corner of the preview

HindSite Connect

Email Templates

Confirmation Generic Appointment Scheduled
Reminder Generic Appointment Reminder
Canceled Generic Appointment Cancellation
Completed Generic Appeintrent Completion Notification

Rescheduled Generic Appointment Moved/Rescheduled

Incomplete

a Generic

% Powered by SendGrid

Generic Incomplete Template

® | @ @ @ @ @« @

Generic Template

RainCo - HindSite Software - Scheduling

Refreshed: 12/11/2014 12:17 PM @

& Allow Automatic Sends

@ Allow Automatic Sends

= @ =)

HINDSITE SOF TLIAREJETNES 952—5551212 Hindsts Softwars
Company. Hindsite Sofware
— Address 55 East Fifth St wo 1115191
KR Schedule. Address2 Balance
- Ciy St Paul State MN zZip 55101
Active Status A ystem: - # of Zone
Map = Senvice City St Paul
History Install Date 112000 120000AM  Special Nesds

October 2074 November2014 [B
sun_von 0 o

on_Tus_uma_Tho o Ty Wes T Fi s

Fi s | s
12 ka4 [i25] 1
SWENl7 8 3 101|235 & 7 8
12 13 14 15 16 17 18| 9 10 11 12 13 14 15
19 20 21 0EINEH 24 25|16 17 18 19 20 21 2
% @23 W0 2 M5BT 8
T Eil

Tech | [(0SCRAIG ¢ Legen

ALL

Senice

Time Req Crewsize: 1

~|[Res. Startup

Tech
-] [eraig

[+] 100 hre Appt. Confirmed

Contact Fields
Work  NOCOMMENT

A Job Contracts e

=

. © Tuesday, October 28

Crew#1 -0 appts CRAIG -1 appts

=

o

o

11 e w———
Hindsite Sefmrare, 55 East Filth 51,

8

e e

=

- =

»
2

. ) SchedueDate: 10282014 B~ PO

ABC  Schedule Time: 11:30 AM

Flag in Office:
Flag in Field

More Options

Tuesday, October 28

Sales -0 appts Daiy Options

frash

Move/Swap

Map Day

Route Tech

i >
E
3 ?
il

g HindSite Connect

Preview..

SOLUTIO

Lt HIMDe

Cf !
7
H
a
3
o] % g

N

THINDSITE

SO CO
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Generic Email Sends - >
Cont...
| | mHINDSITE
5. Here you will be able to type in the SOLUTION
specific message you'd like your email L1k HIMDSITE SOFTWARE O
to say

message and Send to deliver your
There has been a change to the field technician that will be visting your property

em al I . today. Tom will be your technician instead of Bill. We will see you soon!

|
|
6. Click Save when finished typing your ‘
|
|

Have a great day!

Please Note: The save does not |
save this as a new template. It

|
simply allows it to send once with eﬂ
the message you typed in. 7

HindSite Connect
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Emails Sent via Contact
History

Want to view emails that have been sent to a
contact? This can be done quickly from the
contact’s history screen.

1. Open up your contact’s information:
a. Click History

b. The Contact’s History will
contain:
1. The Type
2. The Work Order
associated with the email
3. If the email was sent out
of HindSite to the emall
server
4. The Date and Time the
email was sent
5. The type of email that was
sent (Confirmation,
reminder, rescheduled,
cancellation, completion,
incomplete, or mass
scheduled)
Which user sent the email
Which email address sent
the email
8. Which email address the
email was sent to
9. The status of the email
after it was sent out of the
email server. (Please see
Pages 27-29 for more
information on these)

~N o

You also have the ability to double click the
history record to have a preview of the exact
email sent pop up.

HindSite Connect

ware - Contacts  Special Needs

CustomerID  Hindsite Software m
Alt
| First Abby Last Jakacki B
Hindsite Softwal
Active Status Company Hindsite Software
(A)ctive -
E—
te
Mgmt. Co. Address 55 East Fifth St 55 East Fifth St -
(gt i Address 2 m
C d Pr
0.and Prop cy S . ® stpau Send!:l}E-
Status
state [ - ® zip EEIN - MN Zip 55101 m
Prospect
Phone/E-Mail ‘anar\/ Phone - 952-555-1212 E-Mail - oftware com “
Division NI - Map Code Install Date 1/ 1/2000 [ m
Price Level e Inv_ Class Tech ID -
—_— —
Tax [Non | Acet Number Acct. Mgr. -
Security Notes
Property Mgr.
oo e e |
ite Notes asc
Special Needs &
Field Special Needs &
QB Company - Sales Rep
Latitude 44 9464768 Longitude -93 092855 Credit Limit
Do Nat Send History Balance from pre-pays Balance
Ready. i
B intSie Sodare - Contacts. Spacinl Neads ® B
e s reude: (671 0| bty 200 D
wox 11 12025 B-
T Sws [ Dwar 5 5 st ety | Chagpdtn -
A et VAINAZIERM  FesStabe  Comll
un ' n
o ot
"
‘‘‘‘‘
n w1 e
WO ot Solew " DM 11152041206
wo Vewama o -
o e B A0 R Sens  Geell o
- msz e " s oo
- en = [ o
- e 12w 0 coun o ana 5720
.
wo ] | s Gen o coe o vz e o vass
2om som o4 nasem
- Comt -
v ok [ — SOMN vwMIZ AN 1w
o G 115102
[ o ] o |
=
Type i Status Date/Time
Email 1115112 Sent 1/24/2014 216 P
Service By Office Comment
Reminder ADMIM Sent from:
abbyiEhindsitesoftware. com
Field Remark. Changed On
Sent to:

abbyj@hindzitezoftwane. com

Proceszed, Delivered, Opened

Page | 26



HindSite

SOFTWARE

Email Statuses

There are a number of statuses that an email can
have once it is sent from the email server to the
contact. HindSite Connect waits 3 hours before
checking the status of a sent email. After the
initial check after 3 hours, it will check each email
sent every 12 hours for 7 days. Here are the
statuses found under the ‘Changed On’ column
located under the contact’s history and what they
mean:

1. Processed - The email has been sent to
the email server. This means it had no
issues leaving HindSite and making it to
SendGrid to be sent.

2. Delivered — The email has been delivered
to the contact’s email server.

3. Opened — The contact has opened your

email.
4. Clicked — The contact has clicked a link
within your email. Changed On

5. Unsubscribed — The contact has clicked
the unsubscribe link within your email.
The contact will no longer receive your
emails.

6. Dropped — You tried to send an email after
a customer clicked the unsubscribe link or
marked you as spam. The contact did not
receive the email with this status.

7. Deferred — The contact’s email server was
not ready to accept your email and the
email will need to be resent. The contact
did not receive the email with this status.
You may retry to send the email, but we
suggest waiting 72 hours before you try
again.

8. Bounced — The contact’'s email server
rejected the email. Most common reasons
for bounces are misspelled email
addresses, nonexistent email addresses,
or a full recipient inbox. The contact did
not receive the email with this status.

9. Spam - The recipient or their email server
marked your email as Spam or Junk. The
contact did not receive the email with this
status.

Processed
Delivered
Opened
Clicked
Unsubscribed

Dropped

Deferred
Bounced

Spam

HindSite Connect
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Email Statuses Cont...

Sending an email to a contact after they
unsubscribe, mark your email as spam, or the
email is dropped or has bounced can have a
negative impact on your IP Address and its
sending reputation. Therefore:

1. If your contact:
a. Unsubscribed from your email
b. Marked you as spam
c. Has an email with the status of
dropped or bounced

HindSite will automatically mark the email
address as unsubscribed/bounced under
the Contact’s Title and will no longer send
emails to that address.

Please Note: The ‘Email Invoice?’
option under the Contact’s
Phones/Email is not related or tied to
the HindSite Connect program. If a
contact unsubscribes, bounces, or
sends your email to spam, the ‘Email
Invoice?’ field will not change, meaning
it will not be unchecked unless you do
so manually.

2. The person setup to receive HindSite
Connect related Pink Messages within the
office will also receive a Pink Message
stating:

“HindSite Connect Warning. The following
email address was flagged as
Unsubscribed/Bounced:”

3. To determine who gets HindSite Connect
related Pink Messages:

a. Go to Application Setup

b. HS Connect

c. Select the default user you wish to
have receive the Connect
Messages from the drop down

d. Click Save

HindSite Connect

If vou'd like to unsubscribe and stop receiving these emails click here.

% lgnore x E

G Clean Up ~
Delete
&x, Junk
Changed On
Delete
ag Block Sender Dropped
Mever Block Sender Bounced

Mever Block Sender's Domain (@example.com)

Mever Block this Group or Mailing List

& Junk E-mail Options...

[iJ Phones/Email

Sort Email Email Email
Oty Nams Title a Phone Number Edension ~ EMail e el e

AE Primary Phone Unsubscribed | 123-456-7850]

% HindSite Msg From: Administrator Created At 2/25/2015 01:26 PM o B =

From:  Administrator
To: administrator
A 2f25/2015 01:26 PM

abbyj@hindsitesoftware.c| [

] Urgent Message
HindSite Connect Warning. The following email address was flagged as

Unsubscribed: iliaj@hindsitesoftware.com.

abbyj@hindsitesoftwarc.com

Remind me again in: m
5 Minute
= :

[JUse Custom Time  [_] Use this time as my default

e % Powered by SendGrid

& When using time ranges, always show the first appointment of the day as an exact time
& When using time ranges, do not allow the range to precede the start of day
(T When adding a new email address, automatically check all the boxes

Number of days before scheduled date to send automatic reminder

(For this to work, the sleep settings on your computer need to be set to "Never")
[ADMIN = | Default User for Connect Messages

DRI

ANGELA

KARL

ABBY

MIKE

DavID
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Email Statuses Cont...

4. To re-subscribe a customer:
a. Click Suppressions located on the
left side of the Account Overview
screen of your SendGrid account
b. Select Global Unsubscribes from
the drop down

ef 3 e

Hello Angela! Here's your recent email activity.

100.00% 0.00 D.00

c. Select the checkbox to the left of
the email address you would like to
re-subscribe

d. Click the Selected tab in the top
right corner

e. Click Remove Global Unsubscribes

Global Unsubscribes

f. In HindSite you will need to delete
out the “| Unsubscribed” text in the
contact’s Phone/Email Title filed
and recheck their email boxes.

(i) Phones/Email

Please Note: You must get
permission from the contact if
they unsubscribed or marked
your email as spam before you
re-subscribe them. If you do not
and you attempt to email them,
you are breaking the CAN-SPAM
ACT or Canada’s Anti-Spam
Legislation.

HindSite Connect

setectea ~ )( @
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Emails Sent via Scheduling @
View s . e oes ST

ompany 12 3 4 1
(k8 sreae [ OJEER: s |a i pan s
: : — REgz@uslpinnag 2|
Want to tell if you already sent an email for a

work order? This can be done quickly from the o S - |

. el Install Date Special Needs ALL
scheduling screen. coatos | mion S seie
Pending -l - [~] r Aot Confirmed: [ |

Schedule Message
Work 5 ScheduleDate: 12372014 [+ PO: Flag in Office: ]

14 Day View Descrp

1. First ensure your settings allow you to e
have thIS' view. 'On thg Daily Screen: e:

a. Click Daily Options gem

M:

10" ===

FlaginField []

I

Print Hew

E}'U-J Daily Display Cptions - 3/15/2017

b. Select ‘Show tool tips’ 0

. @ Show toel tips () show actual time M
c. Click Save

& show distance on the schedule blocks
(0 show distance in kilometers

© o ettt

([C) show inactive techs (D) Flash high priority pendings

@ Color calendar based on the service category Multi-Day Options

(Juse progress colors (] De not email Mgr. response

@ Display field created work orders on schedule B S hars

First day of the work week  Monday B
@ Allow adjusting when a work order s inserted Last day of the workweek  Friday a

Number of techs to view before scrolling 11

Schedule Block Format Daily Master Report

() show balance on report

Tech Only & Show Appt. Option 1 Option 2 Option 3
a B B

Work Order Reminder Emails

& send using 'Defaults' ] Send using 'Options' Send

Close

Thursday, January 23

d. When you hover your mouse over S
the work order, you will be able to gam
see which emails have been sent o
for that particular work order.

3

23/2014 12:00 PH... 3:00 P

WO - 1115111
NO COMMENT

Confirmation Sent
Reminder Sent

HindSite Connect
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HindSite Connect
Dashboard

Looking to see the status of an email? Curious to
know how many emails have been sent out this
week? Want to know which customers did not
receive emails? This can all be done from the
HindSite Connect Dashboard.

1. Click Dashboard on the left hand side of
Hlndsite HindSite Connect version: 8.25
2. Select the HindSite Connect tab on the right From Date | @ 4¢4/2014
3. The Dashboard contains the following egmausmemmem
information:
a. The HindSite Connect Version you are
runn'ng a Emails sent out of HindSite:
b. A date range search option
c. The number and type of emails e
attempted to send in that date range AR S e
d. The number and type of emails that
actually sent out of HindSite in that 0 _ _
da_te range Emails that had an error and did not send:
e. The number and type of emails that
are in the queue waiting to send em.m — ——
i. Please note, if this number
never goes down, you have an abbyj@hindsitesoftware.com
error and will want to contact P B e
Support ‘
f.  The number and type of emails that
had an error and did not send out
g. Alist of the emails addresses that had
an error and did not send. This list will
include: 0 HindSite Logs
i. The email address the email -
was coming from
ii. The email address the email
was sent to
iii. The Contact ID
iv. The type of email being sent
v. The error that occurred
h. Refresh — This button simply refreshes

the email statuses
i. The error log for HindSite Connect

In the log you can:

i. E-Mail the log to HindSite

Support
Clear out the log
(recommended once a week or
every other week)

HindSite Connect

"UNSUBSCRIBE mikev@hindsit... |
UNSUBSCRIBE mikev@hindsi...
UNSUBSCRIBE mikev@hindsit...
UNSUBSCRIBE mikev@hindsit...

KB Schedule

ﬂ Job Contracts

[ B

o|v[*u]=
#1518

Daily Must Do

B vorcorders

& sub systeme

Dashboard

Dashboard

" Tech Sync Data

Status: PROCESSING
HindSite Connect

B ThruDate 4/4/2014

i Satisfaction Survey

Confirmation - 2
Mass -2
Reminder - 2
Rescheduled - 2

Confirmation - 1
Mass -1
Reminder -1
Rescheduled -1

Mo emails waiting in this time
period

Confirmation - 1
Mass -1
Reminder -1
Rescheduled -1

Contact ID' Email Type  Error
0 e e b
Hindsite Software Mass Error o
Hindsite Software
Hindsite Software

Reminder  Eroro

Reschedu... Ermero

»

Graphit!

Logs must be checked daily!
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HindSite Connect
Dashboard Cont...

The HindSite Connect Dashboard also includes
visual statistics into the performance of your
emails_ HindSite Connect version: 8.25 Status: PROCESSING

frombate @ 317207 [@ Thrudate @ 317207 @
eirest

Emails attempted:  No emails attempted in this time
period

Emails sent out of HindSite:  No emails sent in this time period

Emails in the queue waiting to send:  No emails waiting in this time
period

4. Click Graph It to view more statistics on the
. Emails that had an error and did not send:  No emails errored in this time
performance of your emails

Email from address Email to address Contact ID Email Type Error

5. The Graphs contain the following
information:

HindSite Connect Statistics e a e
Sent Through

SentFrom Email Status Email Types

a. The number of email Sends by e B o
Type E— Presed

b. The Performance of Emails sent e

(for email status definitions, go back a

to page 27)

Date filters

Email Status filters

Email Type filters S T———

Each individual email sent for : 3 :

search filters in place above

g. The option to View each individual
email sent

5 G

~® Qo

Opened ounce Spam Unsubscribed

ContactID Email Status Type

. g
g rindstesoarscom View 3Resuls
9 Opened ma
C\use

ange
Hindsite ang

Hindsite Opened

HindSite Connect
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Confirmation and
Rescheduled Links in
Emails (Templates)

You have the ability to include links in your
emails that allow your customers to confirm or
reschedule an appointment. Here is how to set
up your template:

1. The following codes can be used to create
links that customers can click on to
confirm or reschedule their appointment.
They must be inserted as hyperlinks:

a. Confirm: ~~confirmy~~
b. Reschedule: ~~confirmn~~

To get the codes into your email:
2. Type out the text you wish to hold the link
to confirm or reschedule (This is
recommended to be done in SendGrid).

In this example, we decided to have the
confirmation text be “Yes, | want this
appointment!” and the reschedule text to
be “No, | need to reschedule”.

3. Highlight the text you would like to be the
confirmation link.
4. Click the Link icon located in the tool bar.

5. A pop up will appear. Type ~~confirmy~~
or ~~confirmn~~ in the URL bar
depending on whether you want the link to
be a confirmation link or a reschedule link.

6. Click OK once finished and repeat the
process if you wish to have rescheduled
links.

7. Save the template as you normally would
after you are done making changes.

HindSite Connect

Edit Module

Normal v Arial v 18 |~ * T~ B I US|/x x = = = E =

Address: ~~Service Address 1~~
City: ~~service city~~

Y
Date/Time: ~~WO: DATETIME RANGE~~ on ~~WQ: DATETIME LONGMONTH~~ ~~WO: DATETIME DAY~~,

~~WQ: DATETIME YEAR~~

Please click one of the following to confirm or reschedule this appointment:

Yes, | want this appointment! No, | need to reschedule

Thanks!
~~SW: Registered Name~~

Il

- Arial - 18 - - T~ B I L & | X, X == =

-Service Address 1~~
fice city~~

Cancel Save

~~\WO: DATETIME RANGE~~ on ~~WO: DATETIME LONGMONTH~~ ~~WO: DATETIME DAY~~,

"ETIME YEAR~~

Please click one of the following to confirm or reschedule this appointment:

e Yes, | want this appointment! No, | need to reschedule

Link i

Link Info Target Advanced

Link Type
URL v

@

~~confirmy~~

Protocol

http:f ¥

Cancel
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Confirmation and
Reschedule Links in
Emails (HindSite)

You have the ability to include links in your
emails that allow your customers to confirm or
reschedule an appointment. Here is how to set
up your HindSite:

1. You must first ensure your HindSite is set
up to allow confirmation and reschedule
links to function properly in your emails

a. Click GoToMaintenance

b. Click Utilities

c. Click Application Setup

d. Select Web Sync located in the
menu on the right hand side

e. You must have an External IP
Address in place for confirmation
and reschedule links to work.

f. You also need a Port Number in
place.

Please Note: If your technicians
do not websync from the field
and you do not have the External
IP Address or Port Number, you
will need to contact support.

2. When a customer clicks the confirmation

link in your email, three things will happen:

a. They will be taken to a webpage

that contains the following message

b. The ‘Appt. Confirmed’ check box
will be marked for the work order

c. When you hover over the
appointment, the tool tips will
display ‘Appt. Confirmed”.

HindSite Connect

HindSite

SOFTWARE

HINDSITE SOF TLIARE]

Maintenance

&9 Web Sync Settings

Al Waintonance Enter your IP address information for internal and exteral addresses.
't— The port needs to be opened to allow traffic into your server (main) computer.
& Utiities The DNS name is used if you do NOT have a static extarnal IP address.

if you DO have a static external IP address leave the DNS name blank.

The default port number is '2875"

1P Address DNS Name

External IP address 192168.1.205 DNS Name

Internal IP address

Port information Options

(JDo not test these addresses at login

vieh Semvice

O ae—— o
1 192.168.1.205:2875/HSWe! x
C [} 192.168.1.205:2875/HSWeb( =

Company Name

Route Tech
Confirmation Sent

Thank you for confirming your appointment with Company Name!
We look forward to seeing you 11/1/2014 for Multiple Services.
Did ct Company Name at 123-456-7890 or
) 25 to Your appoiniment
R S |
Powered by: HindSite Software.
i
i
LS -
Service Tech: Time Req: Crew size: 1
ﬂlstan Up v] |Sa|e.s | v| 05 hrs Appt. Confirmed: G
Flag in Office: ]
s Schedule Date: T v PO
S o 8 Flag in Field: []
T
er 01 Saturday, November 01 -
CRAIG -0 appts. Sales-1 appts.
‘ ‘ Refrach
o -
(11172014 11:00 AM...11:30 20
Appt. Confirmed -
E Map Day
w0 - 1115199
NO COMMENT -
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Confirmation and
Reschedule Links in 1921682052873 e,
Emails (HindSite) Cont... C | [) 192168.1205:2875/HSWebConnectR

| Company Name |

You have requested to reschedule the following appointment with

3. When a customer clicks the reschedule Company Name:
link in your email, two things will happen:
a. They will be taken to a webpage Work Order Service: Multiple Services
that contains the following message Work Order Date: 11/1/2014

b. The Default User for Connect
Messages will receive the following
Pink Note:

“Contact ID has requested to
reschedule the following

Company Name will be in contact to reschedule this appointment.

appointment_ Powered by: HindSite Software. -
Work Order Number Gm HindSite Msg From: HindSite Connect Created At: 10/23/2014 04:07 PM o [EOER .
Work Order Service: From  HindSite Connoct |
Work Order Date/Time: i AOMINISTRATOR

A 10/29/2014 04:07 PM [JUrgent Message

HindSite has requested to reschedule the following appointment:

Please contact Customer at email
address or phone number” :xz;tgijz:Eet:rilcb::rl:\u?jﬁipleServices

‘Work Order Date/Time: 11/1/2014 12:00 PM

Please contact HindSite at abbyj@hindsitesoftware.com or 1234567890,

4. To determine who gets HindSite Connect

related Pink Messages: e m
a. Go to Application Setup 5 Minutes a
b. HS Connect [JUse Custom Time (] Use this time as my default
c. Select the default user you wish to m
have receive the Connect
Messages from the drop down
d. Click Save °

% Powered by SendGrid

(C]When using time ranges, always show the first appointment of the day as an exact time
(CJwhen using time ranges, do not allow the range to precede the start of day

& When adding a new email address, automatically check all the boxes

Test Confi
a Number of days before scheduled date to send automatic reminder

| v‘ Default User for Connect Messages
[ADMIN administrator |

DavID DAYID CRARY
SALES Sales 0 Save

HindSite Connect
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Emailing Attachments

. . - . HNDSITE SOF TLWARE st Search Field 2nd Search Field 3rd Search Field 41h Search Field Refrieve
HindSite Connect offers you the ability to include O WokDusrt——s) [ DeeararTipnsss) Gomat - o . =
n f hment with r email sen ™ s 2] e J —
any type of attachment with your email se ds oo —
including Assessments, custom Word Merge CEEET.
docs and generic PDFs. First, let's cover T

Assessment & Word Merge attachments. oo

B work Orders
fork Order =

If you like to keep your customers informed of the
work done on their property, or if you are
required to provide assessments to your
customers, you can email them their work order
assessment as an attachment.

Assessments can be attached to individual
completion emails (manual or automatic) and
mass email sends from Work Order
Maintenance.

b

Work Order 1114905 Mgmt Company | Golliday Sporting Goods
To manually send assessments for a work order, Customer[D 155 Wiks Bivc - Name
Technician Crew #1 - Company | Golliday
Service BackFlow - Address | 155 Wilks Blvd
1. GQ to Work Orders . PO Number Ciy | Middlefeld
2. Click Work Order Maintenance et Phons | B
3 Use the SearCh flelds tO flnd the Work Status [Ccmp\ete v] Hours Requested 1
order you would like to send the Estimate | [-] invoiced? Narn
assessment for
4. Open the work order S e —
Field Remarks BACKFLOW COMPLETED e
v Recur
5. Select Assessment - =
Msgs from Field
Bill TelD 155 Wilks Blvd. - Sales Rep
Date Created 6/25/2013 8:54 AM Created By ADMIN
Date Changed 6/25/2013 3:04 AM Changad By ADMIN

6. Select either an assessment in the
assessment table or Find the Word Merge
document you would like to send the
assessment as. e e Sl

If this work order has multiple assessments

completed for it (i.e. before and after pictures)

you can select up to 5 assessments to be

included on the completion email (hold down

the Ctrl key & select each assessment).

&5 Assessments in this Work Order

Close

7. Click Email (The Preview will appear and
the email can be sent as normal) i

ol
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age | 36



HindSite

SOFTWARE

Agsessment t Mame Date Created Active Flag

Emailing Attachments

il Assessment Test YT/0T6 BT5DT AM  Yes ® Active
Maintenance BLOW OUTS 8/30/2015 83305 A Yes
COMTROLLER TYPE 12/11/2014 10585 Yes O Inactive
o nt NUMEEFR: OF ZONES LI/ ERIS AV
et 26016 Th106 A Ves
nen q 3 2/28/2012 11310 P.. Yes Oal
n WINTERIZATION T1/25/2016 11565, ‘ves

Senvices and Categories

You can also set up your assessments to be Empiomes
attached on automatic completion emails to e
eliminate even more work on your end. To set up sessment

assessments to attach to automatic completions:

Contact Status.

Office Comments

C“Ck GOTO Ma|nt Work Categaries

Estimate Templates

Select Assessments
Choose an Assessment
Click Open

PR

Delete

Assessmentname |P\cture Assessment ‘ Active

When automatically sending email attachments, always attach this one

On the Assessment page [ When reporting hide the questions that are not answered

Word Document Path | Find

5. Check the box: “When automatically

Sendlng emall attaChments’ aIWayS attaCh :;“D’de' 5‘;:3“\:Surdevicem(akeaphmufmth\swmkmder \Type i::‘"ad 3’2!2 © e
thIS One” O Inactive
O Al
This will let HindSite know to look for this
Assessment when sending out automatic
completions and attach it to the email as a PDF.
LET
Follow these steps for each Assessment you
want included on automatic completion emails.
Email Templates Refreshed: 3/15/2017 10:03 AM @

6. *Please Note: No completion emails
will send automatically unless the e (68 o e
checkbox is marked to “Allow Canceed | @
Automatic Sends” under Application completed
Setup > HS Connect. ===

Confirmation | &% & Generic Appointment Confirmation w/ Links

() Allow Autematic Sends

e@mluwﬁmmmallc Sends

350

Generic Completion Notification w/ Survey Links

Generic

("]
]
Incomplete | @
]
(]

Low Survey Score

High Survey Score | & 3.50

% Powered by SendGrid

HindSite Connect
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Emailing Attachments
Cont...

You can also send attachments from anywhere
you can send mass emails including Job
Contracts, Contacts, and Work Order
Maintenance. To include an attachment to a
mass email:

1. Select either Job Contracts, Contacts or
Work Order Maintenance
Use your search filters to retrieve the
contracts/clients/work orders you would
like to send emails for
Click HS Connect
A pop up will appear with template and
attachment options
Select the template you wish to use from
the dropdown menu
Click Browse to find the Word or PDF
document you wish to attach
Please Note: Attaching Assessments to
mass emails can only be sent from
Work Order Maintenance because the
Assessment must be tied to a work
order.

ko

7. Click Review
8. A pop up will appear with:

a. How many emails will be sent, who
the emails will come from, how long
the mass send should take, and
how many emails are in your
Queue
A list of the contacts that will
receive the email
The ability to not send the email to
some of the email addresses in the
list
The ability to pop up a preview of
the email

e. The ability to send the emails

f. The ability to cancel this mass send
When you hit send, the attachment/assessment
will be converted to a PDF and automatically
attached to the email.

d.

HindSite Connect

1st Search Field 2nd Search Field 3rd Search Field 4th Search Field

E-Mail ~ | | Active Status ~ | Phones: Title ~ ~

NOTEMPTY ~ Like ~| | Like ~ | Like

5th Search Field

Retrieve

e Clear

Chg. Cols.

Active - I

Map 1D Balance

Controller Type:

s Sales Manager

{Hint: Use LIKE and % as a wideard, &.. LIKE “main’" gives everyone who lives on Maw
3 de A

Report

<

Remove

Single Rows?

Select a template from the drop down list. This template will be used in the emails
being sent. Only the contacts with valid emaj resses will send.

a 6
| Browse...

m Cance'

Template Spring Scheduling Request

Attachment |K"-Ange|a's Stuff\ 2017 Cortract Packages.docx

Assessment

ABBAT.. TMC-212 i
ABERD.. Tmc424 i Primary P Primary Phone - angelag@hindsitssoftware.. 28640 Display
. T ACCES.. GREENKEEFER i Alternate.. Atemate Phone - angelag@hindsitesoftwar.. 360-5D Optons
ACKER.. TOTALCOMTROLLER 0 Primary P.. Primary Phone - angelag@hindsitesaftware.. 34298
ADAMS.. HUNTER i BEN'S CE.. BEN'S CELL - angelag@hindsitesoftware.c.. 445.6C Active
1 a Contacts ADAMS .. CUSTOM CMD 0 Prirnary P Primary Phone - angelag@hindsitesoftware . 371-34 [ Inactive
n ADVAN . HUNTER 0 OFFICE - TIM'S CELL - angelag@hindsitesoftware c.
Open Contacts ADVAN.. WISION | il JUDY DU.. | JUDY DUGAS - angelag@hindsitesoftware.. 342-30 [ Prospects
AHREN.. TORO ECX i DAVE - 88.. DAVE - sngelag@hindsitesoftware.com 344G ] Sold
Spreadshest Export ALBIN,.. |TMC-212 i HOME - 8.. HOME - angelag@hindsitesaftware. corm 39914
) ALBRL.. wisioN i Primary P.. Primary Phane - angelag@hindsitesoftware.. 314-30 LR
Print Labels . ALM, T TMC-212 0 KAREN -.. | KAREN - angelag@hindsitesoftware.com | 449-44
ALBOF.. Hunter i Frimary P Frimary Phone - angelag@hindsitesaftware .| 315-2C O Efrﬁ‘;gn’:ii"“
1 B8 viork Orcers ALTST.. TMc-212 0 Altemate.. | GENE - angelag@hindsitesoftware.com  370-34 S
ALVAR.. GREENKEEFER 0 Primary P.. Frimary Phone - angelag@hindsitesoftware.. 397-38
AMERI.. GREENKEEFER i MAIN - 88... MAIN - angelag@hindsitesoftware.com M2-3C
ANDEFRirritral i Primary P.. | Primary Plgnr\ag—@:r\gelag@hmds\tasohwave 365-5C
ANDER:.. MELSOM i HOME - B.. HOME - angelag@hindsitesoftware.com 34210
ANDEF:.. yig i Primary P Primary Phane —gggelag@hmds\tasolﬁwave 34134
ANDER:.. Tmc-212 i Primary .. Primary Phone - angelag@hindsitesaftware.. 36024
ANDER... | CUST COMMAND 0 HOME - 8. D#N - angelag@hindsitesoftware.com 26244
e ANDER... evalution 7.8 HOMEOW .. HOMEQWNER - angelag@hindsitesoftwar. e
Message AMDER.. TOTAL control 185115  Alternate..  Altemnate Phone - angelag@hindsitesoftwar.. 343-3C
= ANDER... CUSTOM CMD i Primary .. Primary Phane - angelag®hindsitesoftware.. 425-18 m
ANDER.. CUSTOM ChD 0 JILL - 888-.. JILL - angelag@hindsite software. corn 426-4C
ANDER.. ThMC-212 0 Primary P.. Primary Phane - angelag®hindsitesoftware.. 30760
ANDER.. CUSTOM COMMAND 0 Primary P.. Frimary Phone - angelag@hindsitesoftware.. 3180 L
ANDER.. SLIM-DIAL 0 Primary P.. Primary Phone - angelag@®hindsitesoftware.. 39944 Tl
ANDER.. Trmc 212 0 Frimary P Primary Phone - angelag@hindsitesoftware .| 342-30 v
< ;
&L‘ HS Connect Building relationships is what we do.

e\ndS\le Connect

Information

2096 a

angelag@ hindsitesoftware.com~(Hindsite Software)

Totals in this send:
Sending from:
Estimated fime: 2 hrs 54 mins

Queued Emails: 0

Emails...

Send | WO# Scheduled Contact ID Email Address o

| @ | | [sochichapTerkaprak. [angelag@hindsitesoftware.com
V]

329 CHI CHAPTER KAPPAK...  angelag@hindsitesoftware.com

9 3M Company angelag@hindsitesoftware.com
@o 914 CHI CHAPTER OF KAPP...  angelag@hindsitesoftware.com
] QAAKER DAN angelag@hindsitesoftware.com
] ABBATE, SAL & KRISTINE angelag@hindsitesoftware.com
] ABBATE, SAL & KRISTINE angelag@hindsitesoftware.com
] ABERDEEN OFFICE ASSOCIA... ~ angelag@hindsitesoftware.com
'K‘-) ABERDEEN OFFICE AS50CIA...  angelag@hindsitesoftware.com
Preview...
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Editable Subject Lines

You have the ability to edit the subject lines of
your emails as long as you leave them blank
when you create them in SendGrid. Here is how
it works: a
Subject
1. You must first ensure the subject of the
email template is left blank in SendGrid

e HindSite Connect “

Preview...

THINDSITE

2. In HindSite, pull up an email to send as
you normally would SOLUTIO
3. When you click Send, a pop up will appear L4 HIMDSITE SOFTLIARE .CO™M

the emaill Your Appointment Details

You have scheduled an appointment with RainCo. Here are the details:

Reference Number: 28579
Service: WO: Service Description
Date/Time: between 11:00 PM and 1:00 AM on Tuesday

|
|
|
|
asking you to please provide a subject for |
|
|

If you need to change or cancel your appointment, please contact us by

Emply Email Subject 52

4. Type in the subject Please enter an email subject. e oK

5. Click OK and send as normal
Cancel

Q The most amazing subject line ever!

HindSite Connect )
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Adding an Employee’s
Picture

You have the ability to add an employee’s picture
to your emails so your customers can put a face
to the name of the employee out servicing their
property. To add a photo:

1. Place the code %%techpic%% into your

email template in the location you wish the
picture to appear.

2. Next you need to upload the photo for

your employee.

a. Go to Maintenance

b. Click Employees

c. Select the employee you want to
add a photo for

d. Click Open

e. Click the button located next to
Technician Picture and upload the
photo you wish to use for that tech.

f. Click Save once finished.

Please Note: Here are a few disclaimers
about employee pictures:

Where you align the text in the email
template is where the employee picture
will align to.

The photo cannot be resized once it is
uploaded. You may want to do a couple
test sends to yourself to ensure the image
is the right size for your email.

HindSite recommends the length and
width of the photo does not exceed 250
pixels.

When a preview pops up with the
technician picture variable in it, the
preview will not show the picture. The
picture will appear in the email, it simply
does not show in the preview. This is
another good reason to send yourself a
test email first to ensure everything looks
correct.

HindSite Connect

Edit Module

SErVICe: ~~WU: ServIce UesCription—-—
Address. ~~Service Address 1~~
City: ~~Service City~~

HindSite

SOFTWARE

¥
i
i
[}
[l
Tl
1l

Date/Time: ~~WO: DATETIME RANGE~~ on ~~WO: DATETIME LONGMONTH~~ ~~WOQ: DATETIME DAY~~, ~~WO

DATETIME YEAR~~

Your technician will be ~~wo-tech id~~

6% Techpic %%

If you need to change or cancel your appointment, please contact us by phone at ~~SW: Registered Phone~~ or reply to

this email

Thanks!
~~SW: Registered Name~~

1st Search Field 2nd Search Field

2 LSITESOFTLIARE

Cancel | O

3rd Search Field 4th Search Field 5th Search Field

Maintenance

- [Like - [Like - [Like Bl lear
\—'/
Routes
Senices and Categories ulisie Emp/Equip|D Desciiption —
A ALFREDO ALFREDO
Tax Codes A CRAIG
b A Crew #1
A Sales 7| Save Search?
Products/Parts
Display
Field Remarks Opions
5
Assessments Active Only
Inactive Only
Office Assessments -

Contact Status
Office Comment s

‘Work Categories

& PDA Uiities

" GoTo Daily Work
@ vein
EE

‘ nl
i i
¢ !
8 ;
i
i

.

Emp/Equip.ID | DAVID

Description  DAVID
Invoice Descrip. DAVID
Cost $0.00
G/L Account
Payroll Type +  OverTim
V| Service Technician Col

V| Field License Schedule Only License

Display Order 3 Password D

Send Contacts to this Tech

Send Only Properties for Work Orders
Send Assets for Work Orders

Allow Work Order Number

Allow Part Description Change

Show Dollars in Field

Always Require Field Remarks

Always Require Incomplete Field Remarks 7
Require Mileage Once a Day

Require Service Assessment

Send Reminders

Send Confract Status

Technician Picture ~ C\Users\Abby|Desktopldavid

Delete

Close

nfh

Division ALL ~ ToField [¥] Active [V]

@B Fullname

Tax [No -]  Type [Employee -
External ID

e Hours OverTimeType -

nsecutive unaccounted hours before "Offthe Clock” 6.00

Default Crew Size: 1 ¥| Active

Download Future Days: 1
Add Shop Time on Every Day
Add Lunch on Every Day
Add Travel Time on Every Day
Turn off Pause Button
Single Tech Use Work Categories
Type in Signature Name
Allow Only One Time In ata Time
Transmit One Schedule ata Time

Transmit Driving and Arrive Times

Transmit Timed IN and Timed OUT Info
Prompt Tech to Sync After Every Time Out
Transmit Attachments Crew Rate
Transmit Jobs
Managers Device?

Profit Maxx Tech?

ipa :e Cancel
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Congratulations!

You are now able to send emails with HindSite
Connect!

You now have the skills to:

e Assign templates to specific services

e Send emails directly from your Daily
Schedule screen

e Send emails from Daily Options

e Set up Automatic Reminder and
Completion emails

e Send emails in a Mass format for
Contracts and current, past, and Pending
Work Orders

e Check the status of an email in the
Dashboard and the Contact’s History

e Add Confirmation and Reschedule links to
your emails for your customers to click

e Email Assessments as attachments

e Add Employee or Technician pictures

If you have any additional questions, please
contact your HindSite Prof today. And don’t
forget about the additional resources that are
available:

e HindSite Connect FAQs: Look up
guestions commonly asked by HindSite
Connect users. You will also find a list of
the HindSite specific variables that can be
used with your HS Connect emails.

e Setting Up Templates for HindSite
Connect: Learn how to create and edit
templates in SendGrid to use with
HindSite Connect.

HindSite Connect )
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http://cdn2.hubspot.net/hub/152131/file-1679329654-pdf/HindSite_Connect_FAQs_(SG).pdf?t=1461591770477
http://cdn2.hubspot.net/hub/152131/file-1682441037-pdf/Setting_Up_Templates_For_HindSite_Connect_(SG).pdf?t=1446136714558
http://cdn2.hubspot.net/hub/152131/file-1682441037-pdf/Setting_Up_Templates_For_HindSite_Connect_(SG).pdf?t=1446136714558

