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C Encircle

JOB DOCUMENTATION - CHEAT SHEET

ADDING USERS TO YOUR ACCOUNT

*This must be done by an admin user for the org via the Encircle Web App.

Select the Members tab.

arw N =

Click Send Invitations.

Click Settings on the left hand menu.

Click Invite Users m on the top right.

Enter the email addresses of whoever you wish to invite.

*Your staff will receive email invitations to download the app and create a login.

C Encircle

AD ' Anna Donahoo Organizations

1 Organization

Property Claims Star Restoration

External Assignments

1 i

N

'
\s/

Settings
- Organization
Help and Support @ 9
EncircleU 3

Contact Us (2 QJ

Logout Integrations

Invitations

Organization Members

1888 937 1077
support@encircleapp.com

Brand Info

G

Equipment

My Account

Members Billing

il

Note Templates

® o

External
signments
Permissions /

Invite Users X
User Email
il
il

Enter emai :

5 -
S

encircleapp.com


https://encircle.us.auth0.com/u/login/identifier?state=hKFo2SBjX3gzc185OW5GRzRhWVZCU1hKYm9adVRaWlVZNTJZNqFur3VuaXZlcnNhbC1sb2dpbqN0aWTZIFJjUGZkaVJKSEpCTkt3czduemRsX3RYVnh3SXhVUWlto2NpZNkgUVRya1RxVWdYSEJHeW9FcW1iSkxxRlZHTjI3clJWYkw

CHEAT SHEET | JOB DOCUMENTATION - PRODUCT TRAINING

ADDING A CLAIM

C Encircle

1. Click Add Claim to open a new job file if one has not already been started by someone else.
2. For aresidential property, leave the claim as only one structure (one building/unit). If the property has multiple
units, buildings, etc, select multiple structures.
3. If your org has set up custom room templates, you can select a template. Otherwise leave this alone.
4. Enter at least one of the claim identifier fields:
a. Carrier Identifier: insurance claim number
b. Contractor Identifier: company job number
c. Assignment Identifier: XactAnalysis assignment number
d. *If you don’t know the claim/job number, just enter something basic like a customer name. These fields can

be updated later.

5. Fill out any other details that you have such as address, policyholder name, type of loss, etc.

6. Click Save.

= Property Claims

Search All Claims

My Claims

Jim Dangle

AS284ET7

285 Erb Street West #206, Waterloo,
ON, Canada

Selina Meyer

SF04MN56
366 Redwood Place, Waterloo, ON, Canada

Scott Donlan & Stefan Van...
AS3MS89JH

585 Parkside Drive, Waterloo, ON, Canada

Buck Laughlin
SF02K38N

74 McDougall Road, Waterloo, ON, Canada

.,))
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Inbox Notifications Network

+ v

1888 937 1077
support@encircleapp.com

Add Claim

v All Claims

Has Multiple Structures
Only one structure
Room Template
Default

Carrier Identifier/Number*

ASOHL3R23  (jaim #

Contractor Identifier/Number*

Job #

Assignment Identifier/Number*
XA Assignment #

Address

485 Parkside Drive, Waterloo, 0... @

Date of Loss
Oct7,2024

Date Claim Created

Oct 7,2024

Policyholder Details

Save

Dok Add Claim >4 Add Claim

Policyholder Details

Policyholder Name e
Gerry & Cookie Fleck

Policyholder Email

gfleck@email.com [

Policyholder Phone Number
(226) 792-9568 . J

Additional Details

Insurance Company O Nna
Allstate
Broker/Agent O N/A

Project Manager
Steve Holt

Adjuster

Policy Number O na

encircleapp.com
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ADDING A FLOOR PLAN

1. From the home page of the claim, tap Add Floor Plans.
2. Read our scanning tips and tap Let's Scan.
3. Tap the red record button @ to start your scan.

&« AS719G587 —

Rusty Shackleford

485 Parkside Drive #202, Waterloo,
ON, Canada

E;;T Add Floor Plans

N

Ei  Add Floor Plans 0

Gt Hydro
= startwaterjob

3 Rooms © Hold the phone at chest height and

tilt it forward 5-10°.

—" © Walk forward slowly, not
+ B | sideways,around the perimeter of
| each room.
© Capture the whole property in
one scan.

Add Room Exterior

Cancel

Tap the stop button to end the scan.
Review your scan before submitting.

When you're ready to submit your scan, tap Submit.

Your scan video will need to finish uploading before processing. Best to leave the app open while it syncs.

You will see a notice that your scan is processing, which may take up to 6 hours. You will receive an email when
your scan has finished processing. Note that if you captured your scan in offline mode, you will need to reestablish
a connection before your scan begins to process.

©No g s

X & AS7196587 = K3 AS719G587 =

If you see a fair amount of red in the timeline below

we would recommend a rescan. Floor Plan Floor Plan

ocessing scans can take up to 6 hours. We wil Processing scans can take up to 6 s. We will

en it dor ou when it's done

Fri Oct 25 2024 Fri Oct 25 2024
Steve Holt Unknown Creator
Created Oct 25,2024 at 11:15 AM Created Oct 25,2024 at 11:15 AM
Floor plan 1 Floor plan 1
| > ® Upload complete
aiplcacingiecan Processing scan

: Upload complete
gapiadding scai a Processing scan

Rescan

1888 937 1077
support@encircleapp.com encircleapp.com
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DOWNLOADING CLAIM DATA

1. Tap the 3 bars =

2. Select Download Data to fetch all the latest data
from the claim, so you have the most up-to-date info
on the job before going out on site.

*Do this every day before going into offline mode so
you can be as up-to-date as possible.

WORKING OFFLINE

1. Tap the Network Settings button
2. Select Offline Mode to save battery and prevent the app
from using the internet.

& AS9HL3R23

Gerry & Cookie Fleck

485 Parkside Drive #202, Waterloo,
ON, Canada

Water

Y %

Share Documents

Floor Plan
1 ready

Hydro: Visit 1

=
2 alerts, 0 of 13 materials dry, 12 units pl

C Encircle

ain Options

Overview

Rooms

Water

Hydro

Contents

Boxes

Locations

Common

Documeﬂ

Refresh Data E

Loading data from Encircle servers...

C

IDownIoad Data

General Notes
Share

Status History

(A claims Inbox

2 'J

— Property Claims

3. When you return to a place where you have service, switch el
back to Wifi or Wifi + Data mode and let the app sync all of My Claims

your photos, notes, etc. from the day.

1888 937 1077
support@encircleapp.com

Gerry & Cookie Fleck
AS9HL3R23

485 Parkside Drive #2, Waterlo

Libby Mae Brown
SF53N5F7M

14 Pony Way, Kitchener, ON, Ca

Sync Status

Network Usage

~+

Syncing Complete

7~ WiFi + Data e
7~ WiFiOnly T

> Network Settings

Ron & Sheila Albertson

“x OfflineM

AS09J1K3

19 Avondale Avenue South, Wat]
ON, Canada

Corky St. Clair
AS8JM34C

Network Quality

Not Connected

Sync Logs

ode o

Check Connection »

Show

147 Siebert Avenue, Kitchener, ON, Canada

encircleapp.com
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SETTING UP THE CLAIM

C Encircle

1. From the claim inbox, search by customer name, address, or claim number to find the claim. If a claim doesn’t

exist, tap the Add Claim button and fill out the claim details.
2. Tap on the claim to assign yourself to it and open it up.
Tap Add Room to create a folder for documenting the room. Repeat for e
4. Tap on the room you'll be working out of.

w

E Property Claims
Add Claim
My Claims [ AS9HL3R23

Gerry & Cookie Fleck e Gerry & Cookie Fleck
485 Parkside Drive #2, Waterloo,

AS9HL3R23 m“ ON, Canada

485 Parkside Drive #2, Wat1 rloo, ON Water

VIN, va

Water

Libby Mae Brown Va R Al
o
SF53N5SF7M Documents L /

Notes
Edit

14 Pony Way, Kitchener, ON, Fanada

Ron & Sheila Albertson
Kitchen
AS09J1K3 Hydro

Start water job

19 Avondale Avenue South, Water! Kitchen

ON, Canada

B;T Add Floor Plans Add Room

ach affected room.

AS9HL3R23

raua

EE ]

General

Documents Netes

1 Rogm
Corky St. Clair é

=g
AS8JM34C /\IJ /|J\

147 Siebert Avenue, Kitchener, ON, W R Exterior

) (+] Q
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4 Rooms

+
/Ij‘

W

Add Room Exterior
A
PN a
™

Kitchen Living Room

f
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ADDING ROOM PHOTOS & VIDEOS e =

AS9HL3R23 —
Start with room overview photos/videos. Kitchen
O & E

Photos & Videos Notes Contents Sketches

Kitchen ~ &« ASOHL3R23 =

oy
Kitchen
—

® B ® O

Photos & Videos Notes Contents Sketches

1. Tap the + button.
Select Add Photos & Videos

8 photos, 0 videos

Today

w N

Use the white capture button to snap Kitchen e
photos or videos. Keep the floor and (51 AddProto  videos
ceiling in view. Repeat until you have a e romoes| [ AR

360° view of the room.

2 Add Contents

1
@
s d

m P Q Q

4. Tap Done when finished. B3 seen.

Cancel

ADDING ROOM NOTES

”n o

n u

Next, add your close-up photos like “structural damage”, “source of loss”, “pre-existing damage”, etc.

Tap the + button.
Select Add Room Note.

=

Enter a title and/or description for your note or tap the note template icon = to use a pre-filled template.
Select one of the media options to add photos, videos, or upload media.

Use the white capture button to snap photos or videos and tap Done.

Tap Save.
Pre-existing damages| Kitchen e

cukrw N =

ASOHL3R23 = Cancel New Room Note
Kitchen - Pre-existing damages e

m EH Upon moving the range to inspect the walls, we Upon moving the range to inspect the walls, we @ ;E
discovered some pre-existing scuffs and gouges in discovered some pre-existing scuffs and gouges in
the walls and trim the walls and trim Photos & Videos ~ Notes Contents Sketches

Photos & Videos Notes  Contents  Sketches

B photos, 0 videos 1 note
Today
Sort By Date (new to old) v
4 photos, 0 videos ALLNOTES NEWESTTa 0L9EsT)
> — g Steve Holt
B
Add Photos & Videos Pre-existing damages
&
Upon moving the range to inspect the walls, we

o AddFoom Hote discovered some pre-existing seuffs and gouges in
L E 1 ] Save @ ] ﬂ the walls and trim
& s & Add contents 4 & trimmings. damaged F

. U =
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—
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&« AS9HL3R23

GETTING A DOCUMENT SIGNED :
Gerry & Cookie Fleck Sort By FileType ~

Get the policyholder to digitally sign your s TS AL

paperwork (contracts, work auths, COC'’s, etc). Click | N doeiments folid
here to submit your forms to us for digitization. & B

Share

Moisture Full Report
Moisture Equipment Report
Hydro Carrier Report

Certificate of Completion/Satisfaction
Documents
1 Change Order

1. From the home page of the claim, tap

+
E4 Add Floor Plans Change Order DKI

Documents. Completion Certfate
& i
2. Tap Generate Report. = e Coeposa sutrizaion .
3. Select the PDF Report type. . 4Rooms p— /? Comiatt senice Ageement
4. Choose the form from your list of
documents (% PéNTige
Add Room Exterior Excel Report
2 L
trBeauman Generate Report |

Edit the document title if desired and tap OK.

Fill out any required fields.

Tap Preview & Sign

Tap on the signature blocks to add any required signatures.
Save when done.

O 0N oG

&« Edit Document & Document Preview

Job #:

| HAVE READ AND UNDERSTOOD THE PROVISIONS

AS9HL3R23 ABOVE, AS WELL AS THE ATTACHED “TERMS AND
CONDITIONS." ALL QUESTIONS HAVE BEEN
Customer(s): ANSWERED TO MY SATISFACTION. | WARRANT AND
REPRESENT THAT | AM AUTHORIZED TO EXECUTE

THIS BINDING CONTRACT ON BEHALF OF THE ENTITY

Gerry & Cookie Fleck
FOR WHICH I SIGN.

“Customer(s)” (I have read this contract and understand
it)

Contract Date: “

Feb 16,2024 CONTRACTOR

Document Title Date of Loss:

Feb 16, 2024 /

Property Address: r rv.A
w
485 Parkside Drive #2, Waterlod, ON,
Canada e—
"ASOHL3R23" Customer Signature.

q w e r t y u i o p Company Name:
T e e e e e e Star Restoration

anfthkI Purpose of Work: 4/\. A~
& z X ¢ Vb nm & Carpet Cleaning \4

} Signature /
Save Preview & Sign Save e Add Signature

Contract / Service Agreement - AS9HL3R* l

1888 937 1077
support@encircleapp.com encircleapp.com
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CREATING A REPORT

C Encircle

Pull your photos, notes, sketches, etc. into a PDF report.

copwnN =

e

Gerry & Cookie Fleck
485 Parkside Drive #2, Waterloo,

ON, Canada
Water

4

Ed

g Hydro

== Start water job

4 Rooms

o

Add Room

SHARI

Share your report with an adjuster or client.

Add Floor Plans

From the home page of the claim, tap Documents.

Tap Generate Report.
Select PDF Report.
Choose the Encircle PDF Report template.

Select what data from the claim that you want to include in the report (in most cases you'll choose Everything).
Input a title and make your selections (table of contents, media timestamps, cover photo, etc) and tap Save.

AS9HL3R23

Sort By File Type v

Create Document

Scan Document

Report Title
24 Hr Report - AS9HL3R23

PDFs

I Encircle PDF Report

Report Description

Contract / Service Agreement
h - ASSHL3R23

2 E—E

Share

&

Documents

‘ Create Docurlient

Moisture Summary Report

Moisture Full Report

Attached please find our detailed

and signed documents.

Include Table of Contents

Moisture E

Hydro Carrier Report

Certificate of Complet

Change Order

Change Order DKI

PDF Report

Excel Report

Certificate

ntents Disposal Authorizaf

Cancel

Report

Report Contents Yes

ow Media Timestamps

Everything

Structure Only
Show Psychrometrics & Drying Information

Specific Rooms No
Email Friendly
Contents Only
No
Contents by Disposition Report Contents

Edit Report Contents

Nothing Selected

Cancel

Attach Document

Attach Documents

Generate Report

Sort By

NG A REPORT

Encircle PDF Reports

<= PDF Report

inspection photos, floor plan, scope,

File Type v

@ 24 Hr Report - ASOHL3R23

Cc/Bcc, From: adonahoo@encircleapp.com

1. Tap on the report.

2. Select Email to Policyholder.

3. The policyholder will be the recipient by
default. You can change this if desired.

4. Input a custom subject line and message

if desired and send.

Upload Document Generate Report

1888 937 1077
support@encircleapp.com

n, [contract / Service A
AS9HL3R23

24 Hr Report - AS9HL3R2 Subject: 24 Hr Report - AS9HL3R23

Rename PDF Hello,

Attached is the 24 Hour Report for claim
AS9HL3R23, clients Gerry & Cookie Fleck.

Edit Document

View PDF
Questions, let me know.

Email to Policyholder
- Steve Holt

Send via ...

Delete Document pdf

Cancel

24-Hr-Rep...L3R23.pdf
604 KB

Sent from my iPhone

24 Hr Report - AS9HL3R23 @)

p To: gfleck@email.com, johndoe@allstate.com e

encircleapp.com



