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Quick Reference Guide

CorrigoPro — Service Pro Settings

e (lick on the . symbol at the top right of the page
e You have two settings to choose from; General and Alerts

e General
e General settings allow you to edit your Company and Branches

N

Settings GENERAL

Set your language preferences. Click Information buttons below for more info about specific settings.

GLOBALIZATION

COMPANY

Convert Dates to Local Time ) “

Company Language @)

‘ English A ‘

Company Format @ ‘ English (Canada) -

Show example

BRANCHES

JLL Test Provider

Branch Language €@ ‘ English M ‘
B h Fi t

ranch Format () ‘ English (United States) M

Show example

JLL Test Provider - Branch A

Branch Language €) ‘ English M ‘

Branch Format @)

‘ English (United States) v

Show example

e Edit the above settings and click Save to save any changes
e Alerts
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e The Alerts section will allow you to modify all user email alerts that are sent out to
select recipients

e Filter for specific users by typing their name in the search bar
e Filter by Branch on the drop-down bar below the search bar

Setti ngs ALERTS
Manage email alert subscriptions.
\ Q timothy E
/\ JLL Test Provider - Branch A - ‘

Quote Wo
Approval/Rejection Recall

Reciplent

Timothy Schilling

Timethy=@carrigo.com D |:| |:| |:| |:|
e Subscribe/unsubscribe from alerts by clicking on E
the checkboxes in the above screenshot B
You can also click on the = to access advanced Subscribe

settings and mass subscribe/unsubscribe
Unsubscribe

e When you click on Subscribe or Unsubscribe, you
will get the same pop-up, click on the check Advanced Alert Settings
boxes on the below screenshot to subscribe or '
unsubscribe users from these alerts. If left unchecked, no changes will be made
based on the action chosen
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Subscribe

RECIPIENT ® USER

O EMALL

USERS ‘

BRANCHES ‘

New Reactive WOs

New PM/RMWOs

New Visit WOs

Unread CruChats

Quote Approval/Rejection
WO Recall

Negative Score Received
Message from a Customer
WO is Waiting for Acceptance
WO Overdue Warning

On Site By Warning

SLAs Updated

Upcoming visit

Visit Verified

Visit No Show

Invoice Status Changed

Invoice Overdue Warning

CANCEL

SUBSCRIBE

Unsubscribe

WI e e o o Ay |
4 4

RECIPIENTS ‘

BRANCHES ‘

New Reactive WOs

New PM/RMWOs

New Visit WOs

Unread CruChats

Quote Approval/Rejection
WO Recall

Negative Score Received
Message from a Customer
WO is Waiting for Acceptance
WO Overdue Warning

On Site By Warning

SLAs Updated

Upcoming visit

Visit Verified

Visit No Show

Invoice Status Changed

Invoice Overdue Warning
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CANCEL UNSUBSCRIBE

e You can have a manual email address that is not associated with a user, receive

email alerts. This email address however, will NOT receive any Unread Cru Chat alerts

Subscribe

x

RECIPIENT

USER

EMAIL

testithisizamanualemail.com

BRANC

CorrigoPro Support - Dallas, CorrigoPro Support - Panam; +

Can have an
email not

associated with

a user to receive
alerts

(NN

e When you click Advanced Alert Settings you will be able to choose the time in

advanced these alerts will be sent out
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Advanced Alert Settings

Accept/Reject By SLA 12 |houwrs | 0 |minutesinadvance
Complete By SLA E hours | 0 |minutesinadvance
On-Site By SLA 24 hours 0 | minutes in advance
Upcoming visit 24 hours 0 |minutes in advance
Invoice By SLA T hours 0 |minutes in advance
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