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To view employees, Select “ View Employees”
in the Side Menu

Dashboard

ALERTS

Anomalies
Address Changed

Failed Inspection

Inspect Photos
View Inspections
Send Inspections

OYEES

Employee Report
Summary Report

Token Usage Report

Employee

| 8 Import

Name Mobile

Peng Hian

Jun Yan

Previo

Staff ID

NEVAE

Language

Chinese

English

Address

Jurang West Street 81 #09-19 56408¢

e Woodlands Drive 75 #11-

cent #01-01 513

7 Tanah Merah Kechil Rq

Remarks Edit

Ul Expert Edit
PSEPP Programmer Edit ‘
Motherboard Enthusiast Edit

ot Noot ‘ Edit

Settings v

VIEW
EMPLOYEE



To create New Employee, Click the create
button

Settings v

Employee

Name Mobile Staff ID Language Address Remarks

Anomalies
Address Changed

Peng Hian 34 NEVAE Chinese 5 rang Wi tree : 5 Ul Expert
Failed Inspection

No Response Jun Yan 6 3 CYRMOS English £ Woodlands Drive 75 #11-6 PSEPP Programmer

ZhiCheng 65818890 YZUKE Chinese r 3¢ Motherboard Enthusias

Inspect Photos i Chou 6596482558 NOOTISH n 7 Tanah Merah Kechil Road #1 Noot Noot

Showing: 4 / 4

Previ

View Employ

Archive Employe

- CREATE

Employee Report

Summary Report I MPI 0 ' I I
Token Usage Report




Enter the particulars of the Employee

* Mobile Number have to be prepended
with country code

Create Employee




To import Employees’ particulars, Click the
import button

Settings v

Anomalies ;
Mobile Staff ID Language Address Remarks
Address Changed
Peng Hian 34 NEVAE Chinese 5 rang Wi tree : 5 Ul Expert
Failed Inspection

No Response Jun Yan 659 93 CYRMOS English £ Woodlands Drive 75 #11-6 PSEPP Pragrammer

Zhi Cheng 65818890 YZUKE Chinese r 3¢ Motherboard Enthusias

Inspect Photos i Chou 6596482558 NOOTISH n 7 Tanah Merah Kechil Road #1 Noot Noot

Showing: 4 / 4

Previ

View Employ

Archive Employe

= IMPORT

Employee Report

Summary Report I M PI 0 ' I I S
Token Usage Report




)

Download the template to populate Employees
particulars

g Settings w

HOUSETRAC

Download Template Import Employee
Dashboard
ALERTS Download and populate the template. Or modify your existing excel sheet Select your excel file with the Employees you want to upload into the system.
with the following headers: The right section will populate the data if the selected file follows the correct

Abtmalion Name, Mobile, Staff ID, Address, Postal, Unit Number, Language, Remarks template.

Address Changed
Failed Inspection Download Template Excel Template

Mo Response

Select a file to continue

INSPECTIONS

Inspect Photos n

View Inspections

Send Inspections Upload an e-XCEI file

EMPLOYEES

IMPORT

Archive Employees

EMPLOYEES

Employee Report
Summary Report

Token Usage Report




Upload the populated template file to import
employees

®

HOUSETRAC

Download Template

Dashboard

ALERTS Download and populate the template. Or modify your existing excel sheet
with the following headers:

Ancmalies Name, Mobile, Staff ID, Address, Postal, Unit Number, Language, Remarks

Address Changed
Failed Inspection Download Template
Mo Response

INSPECTIONS

Inspect Photos n

View Inspections

Send Inspections Upload ahn excel file

EMPLOYEES

View Employees

Archive Employees

REPORTS

Employee Report
Summary Report

Token Usage Report

Settings v

Import Employee

Select your excel file with the Employees you want to upload into the system.

The right section will populate the data if the selected file follows the correct

Excel Template

Select a file to continue

template.

IMPORT
EMPLOYEES




To send inspection, Select “ Send Inspection”
In the Side Menu

Settings v

Send Inspection

e Select the r ou w d : pection to.

® The highlighted ro dicate the empl

Anomalies ion link to the
Address Changed
Failed Inspection

Inspection Message

or the

Staff ID Language Address Remarks

vill update the
NEVAE ines: £ 8 Ul Expert

Jun Yan f S English e o PSEPP Chines

View Employees
Programmer

Archi orT
e E'“plc’ffe‘?” i \ % Company Name Employee Name Inspection Link
Zhi 6 2 ¢ r t #01-0 Moth
RERO! Cheng Enthu:
Noc 00
Employee Report Noat Noot
#12-345 5.
Summary Report

Usage Report e . :
Selected: 0 s I N D
Character Count: 89 / 160 (Max)
1 token(s) per inspection. Overseas number cost
2 tokens

5 HR




Select the employees to send inspection to,
then click on send inspection

Settings v

Send Inspection

Dashboard

nspection to.
hat the empl

oA * (Click the button "Send Inspection” to send an ¢ ction link to the employee.

Address Changed

Failed Inspection

No Response Employees Inspection Message

INSPECT
ing for the
Inspect Photos
View Inspections Mobile Staff ID Language Address Remarks only r English inspec
ng tokens.

Send Inspections Ider button will update the

Peng 6581134886 Chinese 862 Jurong West Street 81 #09- | Ul Expert
Hian 19 5640862

Jun Yan = 6597989356 English 688e Woodlands Drive 75 #11- PSEPP
68 5735688 Programmer

Company Name Employee Name Inspection Link

6581889082 Chinese 71 Ayer Rajah Crescent #01-01 Motherboard
5129951 Enthusiast E N D
6596 8 NOOTISH English 7 Tanah Merah hil Ro Noot Noot

#12-345 S

- - <compan 3
Summary Report % ,L = >
Token Usage Report Showing: 4 / 4 i S :

Selected: 3
- Next pa

Employee Report

Character Count: 89 / 160 (Max)
1 token(s) per inspection. Overseas number cost




Inspection Message

Employee Name Inspection Link

Character Count: 89 / 160 (Max)
1 token(s) per inspection. Overseas number cost
2 tokens

Enter the desired message in (1)

A preview of the message will be
shown in (2)

Click “ Save” to save the message

EDIT
INSPECTION
MESSAGE



To inspect photos, Select “ Inspect Photos” in
the Side Menu

Settings v

Inspect Photo

Dashboard

Living Room
Latest

Ancmalies

Woodlands Drive 75 #11-68 S735688

Inspect Photos n

nspections
Send Inspections

EM

View Emplc

Archive Employees ] 1 ‘ | No Past Inspection

. . L INSPECT
PHOTOS




Approve or Reject the inspection by clicking the
respective button

Settings v

Inspect Photo

Dashboard
ALERTS Living Room

Latest

Ancmalies
Address Changed it Yo 46 Jean

Failed Inspection

No Response

No Past Inspection

Employee Report

Summary Report S 7. ‘ z
Token Usage Report ) -




To view inspection records, select “ View
nspections” in the Side Menu

g Settings w

HQUSETRAC

Viewing Records

Dashboard

ALERTS Jun 2020 v  Advanced Search

Anomalies
Address Changed
Failed Inspection

Inspection Records

No Response

INSPECTIONS Show: 10 W

Inspect Photos

Name Staff ID Mobile Address Issued Date Status Date of Completion View Details

7 Jun Yan CYRMOS 6597989356  688e Woodlands Drive 75 #11-68 5735688 16 Jun 2020 19:15:00  Approved 16 Jun 2020 19:17:14 B I oY
Send Inspections Ll

EMPLOYEES Yi Chou NOOTISH 6506482558 16 Jalan Selaseh #05-12 5808440 16Jun 2020 12:02:07 Resolved  16Jun202012:0410 | g | [ &

View Employees Yi Chou NOQTISH 6596482558 16 falan Selaseh #05-12 5808440 16 Jun 2020 12:45:56  Awaiting E | ®

AICivE Employees Jun Yan CYRMOS 6597989356 862 Jurong West Street 81 #04-01 5640862 16 Jun 2020 12:45:40  Resolved  16Jun 2020 12:46:43 | g | [ &

REPORTS
Peng Hian  NEVAE 6581134886 862 Jurong West Street 81 #09-19 5640862 16 Jun 2020 12:45:40  Resolved 16 Jun 2020 12:50:50 E VI Ew
Employee Report

Showing: 5/ 5

Summary Report
Token Usage Report Previous n Next page




To view a specific record, click on the view
button

g Settings w

HQUSETRAC

Viewing Records

Dashboard

ALERTS Jun 2020 v  Advanced Search

Anomalies
Address Changed
Failed Inspection

Inspection Records

No Response

INSPECTIONS Show: 10 W

Inspect Photos
Name Staff ID Mobile Address Issued Date Status Date of Completion View Details

View Inspections
. Jun Yan CYRMOS 6597989356  688e Woodlands Drive 75 #11-68 5735688 16 Jun 2020 19:15:00  Approved 16 Jun 2020 19:17:14 -
Send Inspections .

EMPLOYEES Yi Chou NOOTISH 6506482558 16 Jalan Selaseh #05-12 5808440 16Jun 2020 12:02:07 Resolved  16Jun202012:0410 | g | [ &

View Employees Yi Chou NOQTISH 6596482558 16 falan Selaseh #05-12 5808440 16 Jun 2020 12:45:56  Awaiting E | ®

AICivE Employees Jun Yan CYRMOS 6597989356 862 Jurong West Street 81 #04-01 5640862 16 Jun 2020 12:45:40  Resolved  16Jun 2020 12:46:43 | g | [ &

REPORTS
Peng Hian  NEVAE 6581134886 862 Jurong West Street 81 #09-19 5640862 16 Jun 2020 12:45:40  Resolved 16 Jun 2020 12:50:50 E VI Ew
Employee Report

Showing: 5/ 5

Summary Report
Token Usage Report Previous n Next page




Inspection Info

(3) Alerts (if any)
(4) Inspection Photos

(5) Inspection Logs .

VIEW
INSPECTIONS




Inspection Info

Employee

Name
Contact
Staff ID
Address

Photos

Logs

Jun Yan
6597

CYRH

Overseas

tes: Approved Inspection

Inspection

Occupants 4
Completion 16 Jun 2020 19:17:14

Creator 105

16 Jun 2020 19:2

Change inspection
status by selecting
the status button

VIEW
INSPECTIONS



Inspection Info

Employee Inspection

Name Jun Yan Status

Occupants 4
e - Completion 16 Jun 2020 19:17:14
Hildress i Creator 105

Contact

Add remarks to
inspection by entering
them in the input box

Photos

Logs

tes: Approved Inspection 16 Jun 2020 19:25:03 VI Ew




