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An EMCOR Company

Vendor Portal Quick Reference

The purpose of this document is to serve as a reference for how to register & utilize some of the basic
functions of the USM Vendor Portal. For Vendor Portal tasks not described in this document, please direct all
questions to your account representative at 1-800-355-4000 or a USM Vendor Portal representative at
vendorportalhelpdesk@usmservices.com.

Registration and Login

1. Registration
Prior to logging onto the Vendor Portal for the first time, a USM representative will create your user

profile in the USM internal operations system. Once your user profile has been created, you will need to
“register” yourself on the Vendor Portal using the email address to which the notification was sent.
To “register” yourself follow the steps below:

Option 1 — Registering utilizing auto-generated email

1. After procurement creates your user profile, you will receive an auto-generated email from
info@usmservices.com

2. This email will be titled “USM Web Portal — Thank you for registering” and include a link to login
“Login now:”

3. Email will also include your User ID and Initial Password

4. Select “Login now:” link and you will be directed via web browser to Vendor Web Portal Change
Password

5. Enter your Initial Password contained in registration email in “Password” field

6. Choose a new password and enter in “New Password” field

7. Reenter new password in “Confirm New Password” field.

8. Select “Change Password”.

9. You will have completed registration and be logged into the vendor portal.
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USM Vendor Web Partal - Thank you for registering

o info@usmservices.com ‘E[

To A

Retention Policy 18 Month Delete Inbox {1 year, 6 months) Expires 10/10/2026

Welcome to the Vendor Portai!
Hello G

You are receiving this email because you recently registered as a new user. Your User ID and initial password are listed below. Yoi
before you can start using the web portal. To set your password and access your account, please click the link below:

Login now:

Please note that the link fisted below is only valid for initial verification.

User 1D : CREG————
Initial Password : GRS

Thank you!

USM Procurement

If you have any problems verifying your account, please send an email to: vendorportalhelpdesk@emcor.net, to get assistance.

Vendor Web Portal Change Password

Please change your password...

Since this is your first login attempt you are required to change your password.

Flease choose a password that is easy to remember but complex enough to remain
secure. We recommend a password which includes a mix of alpha, numeric and
special characters with a length of at least 6.

MNote that passwords are case-sensitive, so if you use a mix of upper-case and
Lower-case characters they must always be enterad this way.

User |D cesleSaaaammms

Password: ‘ ‘

Mew Password: ‘ ‘

Confirm Mew Pas&wnrdi‘ ‘

Change Password |
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Option 2 — Registering utilizing Vendor Portal

-_—

After procurement creates your user profile, you can choose to register utilizing the Vendor Portal —
go to https://vendor.usmservices.com

2. Select “First time logging in? Click Here”.

3. Enter your email address, then select the “| agree to the Terms of Use below” checkbox. Click
“Register Now”.

You will receive an email from notify@usmservices.com

Email will also include your user ID and initial Password

Select “Login now:” link and you will be directed via web browser to Vendor Web Portal Change
Password

Enter your Initial Password contained in registration email in “Password” field

Choose a new password in “Confirm New Password” field.

Reenter new password in “Confirm New Password” field.

10 Select “Change Password”.

11. You will have completed registration and be logged into the vendor portal.

SRS

© o N

Vendor Portal Login

Please enter your login information...

Email Address:| | *

Password:| | =

] I agree to the Terms of Use below.
| Submit | | Reset |

If you have difficulty logging on fo the Vendo F’Jd—. please contact USM at
uendoroorfafhen‘no‘esk@emcornet, 800.355.4000.

First time logging in? Click here

Forgot your password? Click here

For Help (English & Spanish) Click here

Privacy Policy

TERMS OF USE
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Client Login Registration

Please enter the following information:
Email Address: || |=

I agree to the Terms of Use below.

For Help Click here

TERMS OF USE

Client Login Registration

You have successfully registered. Your initial password was sent to the email address you
used to register.

To complete the registration process you must first open the email and click on the
verification link provided.

TERMS OF USE

Login
You will only need to “register” once. After you’ve registered, you will be able to log on to the Vendor
Portal at any time.

To “login” to the Vendor Portal, follow the steps below:

1. Go to https://vendor.usmservices.com

Enter your email address and password, then select the “/ agree to the terms of use below”
checkbox

3. Once you click the “Submit’ button, you'll be logged onto the portal.
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Vendor Portal Login

Please enter your login information...

Email Address:| *
P‘asswurd:| |*

[] I agree to the Terms of Use below.
| Submit | | Reset |

If you have difficulty logging on to the Vendeor Portal, please contact USM at
vendorportathelpdeski@emecor.net or 5003554000

First time loaging in? Click here
Forgot your password? Click here
For Help (English & Spanish)} Click here

Privacy Policy

TERMS OF USE

Home Screen
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This is the initial screen you will see after you log in. It contains a dashboard with links to your various call
pages, your overall compliance status, and a notification section displaying important messages from USM.
Click on the links to navigate to the desired areas.

The navigation menu runs across the top of the Vendor Portal pages. The navigation menu contains

several links which will allow you to perform work order functions and review work order data association
with your company.

A5 usm vendor Portal - Home - Internet Explorer

@.\ ) - |3 http: jjvendorga.usmservices.comfRel30Pilot j¥endor s/Home, aspix 2 ~| |*+| = usm vendor Portal - Homs x
| File Edit Wiew Favorites Tools Help
J siz [ suggested sites ~ &7 web slice Gallery = werisae Mobile = | USM wendor Porkal - Logged. J 5 - Bl - [ o=h - Page - Safety ~ Tools - @h-

Contact Us | Logout | Privacy Folicy | Today is: Thursday. March 15, 2018 |

-~
USM USM Vendor Portal
An EMGCOR Company
Security Profile Contracted Rates  New Calls calls < Pending Review Completed/Unbilled Search- Download Work Orders  External Links  Help -
Welcome to USM Vendor Portal
The following are some important messages from UsM Dashboard
Notification Date
- . . . . . 2 WO's on New Calls Page 485
in accordance with the Subcontract Agreement between you and USM, please ensure that all inveices are submitted to USM within S0 days of performing services. 03152015 WO's on Schedulod Calls Pams 20
WO's Past Scheduled Date 16
Compliance
Xou are i
~

BT v Lz
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Security

You can manage (add, remove or modify) users to your portal. This functionality is available on the “Security”
page of the Vendor Portal. This feature provides the primary email holder the ability to manage the access of
their users. You can make certain information available to each user or alternatively hide certain information
from each user for certain pages such as the Security, Profile and the Contracted Rates Page.

To add a user to your profile, click on the “Security” page and select “Add”. Enter the name of the user, their
titte and email address. Under “Options” select the security access you would like to grant the user. Under
“Categories” select their department type and select “Submit”. You can also “modify” and ‘inactivate” a user
and their security access on this page.

Contsct Us | Logout | Privecy Policy | Todsy is: Thursday, March 20, 2018 | Welcome

=

e
= USM
—

== USM Vender Portal

=
An EMCOR Company
Home Profile Contracted Rates New Calls Scheduled Calls P c ing Review  C /unbilled Search- Download Work Orders External Links  Help~
Security

Employee Info

Sclect |Name Title Ensail Primary Email Address
= |csahn ooe [parer [duci@usms ervices.com |= |

Add

Mame: |

Title |
Email:

— Optians
[ Allow Mess Emsiling
[ Verdor Portal Acvass

[ sacury
O erofile
[ contractas Rates

Profile

The Profile page displays your company contact and compliance information. Any insurance, employee, or
license (if applicable) information that is set to expire within 30 days will be highlighted in purple. Expired
information will appear in red. Click on one of the available links applicable to the respective document for
more detailed information regarding their status. If any information is listed incorrectly, please contact the
USM Compliance department to update your information.

You can also manage your employee information through the “Profile” page.
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To change employee information, click on the link labeled “Employee List”.

Your employee information will populate below under “Employee Info”. To add an employee, click on “Add”
and enter the required information (First Name, Last Name, and 19 Completion Date). The E-Verify Case # is
required for any newly hired employees. You must register for E-Verify at https://www.uscis.gov/e-verify and
obtain the E-Verify Case # for the new employee within 3 days of hire.

To “Modify” the name of an existing employee, select the employee and click on “Modify”. Change their
name and select “Submit”.

To inactivate an existing employee, select the employee and click on “Inactivate”. The system will prompt
you to confirm that you would like to inactivate the selected employee. Select “OK”.

To confirm all changes to your employee list or to submit the current employee list select “Confirm Employee
List”.

**Please make sure that you “Confirm Employee List” anytime that a change is made in order for the portal
to update and track the changes.™

=% vms-pilot - Remote Desktop Connection - Elil
EUSM ¥endor Portal - Profile - Internet Explorer [_Ta]x]
@"\ - I'-j:} https://vendorga.usmservices .com/RelZ5Filok ,Oj % +3 [ 1nbox - mattjonesjrec@gmail.co. . | = USM Wendor Portal - Profile 4 | =] E-verify | USCIS | | T fAﬁ {::s

=3 a wendor Portal Login (2 @ vendor Portal Login B2 Suggested Sites = ‘2 Wweb Slice Gallery =

-~
Compliance Information
Confracior Compliance Certification ‘Compliant
Emplovee List ‘Compliant
General Liability Insurance ‘Compliant
Sub Contractor Agreements ‘Compliant
\Workers Compensation Insurance (Compliant
Employee Info
Select Employee Name E-Verify Case #/1-9 Completion Date Background
[ [Candy Jones 112121112121121|05/12/2016 O O
O Golnaz Farsi 05/02/2016 O O
[ |Gretchen Cox 121211212121212|05/03/2016 O O
O James conely 373278208230348(05/22/2016 O O
[ [|James Long 124367549309877|05/2002016 O O
O John Smith 0402212016 =
[ [Jehnny Cash 121211212222222|05/11/2016 O O
O Louise Hay Smith 123123123123333|04/25/2016 =
[0 [Michele Smith 04/26/2016 =
O Michelle Smith 0402612016 =
[ [Richie Wiliams Jr 02/07/2016 =
O Smith Jones 0402612016 =
[ [William Wallace 123456789101112|04/01/2016 =
Employee List Last Confirmed By Vendor Portal - Matt Jones On 5/23/2016
If the Owner/Operator is providing service on the customer sites, their name/s must be listed on the employee
list and they will be required to complete the account specific requirements.
[ ad T oy | Coniim Employee Lis
W
ffstart [I; :%; usM vendor Portal - P... G ﬁ: Microsoft Excel I @ Mational Accounts Syste,,, | @ Multiple Witk Orders.pdf, ., ‘ E |Fb E E(l:, 1002 A B
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Contracted Rates

The Contracted Rates page displays all current payment rates associated with your company that USM
has on file. If any information is listed incorrectly, please contact the USM Procurement department to
update your information.

New Calls

The New Calls page lists any work order that has been assigned to your company but you have not yet
“Accepted” (i.e. you have not yet provided a date that you can perform the service). You will receive an
automated email notifying you that you have been assigned a new service call to acccept.

To accept a call, use the drop down list on the right side of the page and select the “Accept” option. Once
selected, you will be navigated to a page where you can provide a service date and time.

After you provide a service date, the work order will go into a “pending” state and will remain on the New
Calls page with a note describing the action you have taken. The work order will remain in this pending
state until a USM service representative “approves” your update in the USM internal operating system.

Once your update is approved, the work order will move to the “Scheduled Calls” page of the Vendor
Portal.

USM ¥endor Portal - New Calls - Internet Explorer

§; - |2 hitpiifvendorna.usmservices.com/RelE0Riot fendors hewCals; aspx 2 x| 42| = USM Vendor Portal - New Calls - Ao

| File Edit “ew Favorites Tools Help

] v [ sunnested Sites 2wk Slice Gallery ~ [ Werisae Mobile £ | USM Vender Portal - Lagged, .. | M - B - L = - Page - Safery - Tools - @@v

Gontact s | Logout | Privacy Policy | Today is: Friday. March 16, 2018 | Walcoma Ghuck

-~
USM usM vendor Portal
An EMCOR Company
Home Security Profile d Rates [ Mew calls] calls posals G Pending Review Completed/Unbilled Search- Download Work Orders  External Links  Help ~
New Calls
Fiaase accept or dachine the following new calls. Sort by any column (sxcept Action’) by clicking on 3 calumn header
"Status" will appesr next fo any work order that was updsted through the Vendor Portal, buf for which the update hss nof yet been spproved or rejected by USM. Mouse over the "Status” column text fo view the dats submitted fo USM
FILTERS - Salact the filtar criteria balow, then click ‘Submit to refrash this page
WO # I ‘Store Name: I ] or Store #:
Loeation: [ & [ =] [ {anywhers n feig wocodeDse: [ =
Friority: | <] Service Date Between: | =0 =] Status: [[2
| Ciear |
T T
2BIDITET [T Max 1020037 Pembroke Pines, FL Low A= = SelemeI
2201770 [T Masex 1020070 Palm Beach Gardens, [D4/2013 ode - |Low
= Fiease Saiect[v]
ZEI01728 |TJ Mamx 1050138 |Vero B=ach, FL Dazo13 od= - |Low Fiease Seec o]
2E101322 |TJ Mawx 1050260 Davie, FL Da2013 ode - |Low ey |
TE101831 [TJ Mamx 080281 [Miami, FL D4r201a Tow |
TEI01E4E [T] Mamx 080322 [Coral Springs, FL D4201a Tow ey |
38101858 [T] Mamx 080302 |Boynion Beach, FL (042018 Tow ey ]
SE101014 [TJ Maxk 080583 [Hialeah. FL p42018 Tow ey |
28101944 [TJ Masx 080710 |Deerheld Beach. FL  [D4/2018 Tow ey |
SE101048 [TJ Mamk 080718 [Stuam FL p42018 Tow By
28101232 [T Maxx 1050828 Royal Palm Beach, FL [D42013 ode - [Low E=r— SE|ECK7I1‘
TEOTEET [TT W TOROEAT [Jupier FL DazoTa == {Tow e Soee o]
35102008 [T] Mamx 081037 [North Miami Baach, FL (042018 = [Low ]
TE102008 [T1 Mamx MOET055  [Wiami, FL p4201a == [Low ]
38102012 [TJ Masx 081027 |Port Saind Lugie FL  [04/2018 od= - |Low Byl
SE102018 [TJ Mamk MOET103  |Lake Worth, FL p42018 o=~ |Low By
38102174 [Marshalls 1100145 [Gudier Bay. FL p4201a od= - |Low ]
28102176 [Marshalls 1100148 West Palm Beach. FL  |D42043 ode - |Low I=r— Eelectf
28102191 [Marshalls 1100126 Delray Beach, FL 042013 ode - |Low I=r— SE|ECK7
28102194 [Marshalls 1100207 Miramar, FL 042013 ode - |Low I=r— SE|ECK7
28102220 |Marshalls 1100325 Deerficld Beach, FL (042012 Lowr ey |
v

TE102225 [Marshalls 100340 |Boynion Baach, FL [042018 Tow B

IS <
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Scheduled Calls

The Scheduled Calls page lists any work order that has been assigned to your company but has not yet been
“Completed” (i.e. you have not yet provided completion details). This screen is used to check-in to calls,
reschedule calls, or complete calls. This will allow your company to manage the work orders through USM.

US™ Yendor Portal

Scheduled Calls - Internet Explorer

@:\/ ) ® [@ tteoijpvendoraa.usmservices. comiRel30piot vendarsiScheduledCals. asps

O x| |*#2] @ ust vendor Portal - Schedul... % o

JEiIe Edit “iew Favorikes Tools  Help

J 5l [ sunoested Sites « 2] web Slice Gallery + [2 verisae Mobils < | USM Yendor Portl - Logged. . J M- <[] pen v Page - Safety v Tools -

=~ Gontact Us | Logout | Erirsey Polioy | Todsy s: Friday. March 16, 2015 | Welcome Chusk
_— USM USM Vendor Portal
An EMCOR Company
Home Security Profile Contracted Rates New Calls [Scheduled Calls| Proposals Completed Pending Review Completed/Unbilled Search- Download Work Orders  External Links  Help-
P o ] ol p
Scheduled Calls
The following are calls that have not yet been complated. Sort by any column (except ‘Action’) by cicking on 3 column header.
Galls in red itslics indicate the service is pest due
“Status” will appear next fo any work order that was updated through the Vendor Portal, but for which the update has not yet been approved or rejected by USM. Mouse over the "Status" column text fo view the dats submitted fo LUSM.
FILTERS - Salect the filtar oriteria balow, then click *Submit o rafresh this paga
WO #: Store Name: | . or Store #:
Losation: (ampwhere in fisld) WO Code Dsc: =
Priority: . Service Date Between: | =N Status:
Export to Excel
| Sedectall | UnSslect All | Print Selected WO's. No more than 50 work orders may be selected to print at ance.
e e e e B o= procer |ttt |
[ [Fr4eu208 [HomeGoods 1220318 |Pam Besch Gardens, [[3127/201E €30 P [Scrub & Recoat [ Fiese st o]
] [7504602 [Marshalls 101268 Jupmzr. FL D2/21/2015 2:30 PM [Strip & Wax [Cow BT
] [E7504425 [TJ Miaex 1051087 |Fort Sant Lucie, FL _[03/16/2015 8:00 FM [Strip & Wax [Cow [Fleose Sclect ||
7] Max 061037 | North Mismi EBeach, 72018 9:30 P Stip & Wa v
O [Ty T 018 5:30 ip & Wax [Low B
[u] 1050992 | Boynbon Beach, FL 72018 9:30 PM Strip 8 Wax [Low E=———
=] 080841 |dupier, FL B 00 FH Stip & Wax [Eow T ——
(=] Toys R Us 5716 Eqynton Beach, FL |03/10:2016 9.00 FM Sorub and Recost [Eow B —
[} Toys R Us 6736 [Jensen Beach, FL  |03A09/2016 9.00 FM Scrub =nd Recost [Eow E=————
=] 71 Mo 1050715 art FL 030772018 9:30 Pt Strip 8 Wax [Low E=Te——r———
T Ma 1080070 |Paim Besdl ens, [020472 P Stip & Wa v
O [Ty ] rip & W [Cow [
Z rsha 1100425 |Royal Paim Besch, |03/04% P Strip & Wa v
O Shalls GVZ5|RoysiPaim Basch, (02042076 10 rip & Wax [Low e e 9]
[=] [FomeGoods 1260202 |Hoftywood, FL 0370272016 5:30 Pt Scrub & Recost [Eow =T
Oz rstafls 1100398 |Lake Warth, FL 18.9.30 FM Strip & Wax lLow [ Fleoce Select [
] 1100350 | Stus, FL 2018 6:00 P Stip & Wax [Eow =
[u] 1100407 |Flsniation, FL 2018 B:00 P ip & Wax [Low E=e—————
=] 1060138 |Vero Beach, FL 159:30 M Stip & Wax [Eow Floose ool [
O 1100340 |Baynton Beach, FL 15 9.30 FM Strip & Wax [Eow [Fleace Select [
o TOE0EZ5|RoyalFaim Besch, |02TB201E E00FH Stip & Wax [Eow E——r
O [e7504583 1101062 |Vero Beach, FL 2018 6:00 M Strip & Wax fon [Friesse select[¥]
04500 |1 1100196 |Deiray Besch, FL 2018 5:30 P Stip & Wax [Fov |Fricsse Select-[]
v

F5%
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Completing a Call

To complete a call, use the drop down list on the right side of the page and select the “Complete” option.
Once selected, you will be navigated to a page where you can provide completion details. While providing
completion details, you MUST include information related to the member of store management who signed
off on completion of the work.

As part of the completion process you will be required to validate the asset that has been associated with
the work for which you have completed. If the incorrect asset is assigned to the work order, you are required
to select the correct asset to ensure accuracy of the asset data being collected. Once you have confirmed
the asset you MUST complete the Failure Code section of the completion page. You are required to select
from the predefined drop down menu any problems, the cause and remedy types that align to the issues you
have found and the action you have taken. These selections should be supported with additional comments
in the completion details section of the completion page.

£5usM Vendor Portal - Calls Action - Internet Explorer [ [5]x]

@ (e I'—;,—’ http: {fvendarga, usmservicescom/Rel30PilotYendorsiScheduledCalls, aspx ,Qj *# (22 USM Yendor Partal - Calls Ac,., i 5.3 503

J Eile Edit Wiew Favorites Tools  Help

. =
J oz [ suooested sies = 2 web Sles Gallery - [ verisse Mobile £ | USM vendor Portal - Logged. .. J 5 -~ B - (0 mm - Page v Safety -~ Tools - @@

= USM
An EMCOR Company

Home Securlty Profle Contracted Rates Mew Calls [Schoduled Calis] Proposals Compieted Pending Review Completed/Unbillied  Search”  Dowmnload Work Orders  External Links  Help

‘SunisstUs | Lovoul | Bibimey Boicy | Todaybs: Fridy, March 16, 3313 |ekcome Chuck

I

UsM Vendor Portal

|

Complete Work Order
- s -

FalAg camiesan g o

Curment Scheguled Service Date: =
Sarvics Compisted Dats: . ce cuie {0
Servics Compietsd Time: [~ = [T ®auOen

Completion Detslte:

Anostional Recommanostions:

Parta Uned:

Plese note that sl dets entered Mrough he Lizncor Poral wil b cateparized a5 Proposed” Intmatian, S must menusdy
vertly e formalion before Lpdaling e SGIUal SEMCE (MNTaLon.

J Suom: N Cencel | Rect |

siba Into

Hism 11D1253
cityreiataan:  Juper, FL 33463
Hors Mansger Phons & [S51) 7474303

Work Order info
Umswo#: 27ERED Bsruios Type: 5T -Stip 5 esr
Friartty: Ordes siztus: Scheduled
Sorvion Dste:  LIUZ0IE 120000 AN Orler Bubs Bistus:
Dirdes Type:
WO Hotne:

Relstod Asoets Mo asests avallable.

v
Assign Probiem Cooes to Asset

HE% v 2
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After you provide completion details, the work order will go into a “pending” state and will remain on the
Scheduled Calls page with a note describing the action you have taken.

The work order will remain in this pending state until a USM service representative approves your update in
the USM internal operating system.

Once your update is approved, the work order will move to the “Completed Pending Review” page of the
Vendor Portal.

Completed Pending Review

The Completed Pending Review page lists any work order that has been assigned to your company
which has been completed and USM has received, but not yet validated, the paperwork. You can view
details of each individual work order by clicking on the Work Order number or select View/Print under the
Action column.

£ USM Yendor Portal - Completed Pending Review - Internet Explorer

@. ) = [& hetpofivendoraa usmservices. cam/RelB0Riot endars/CampletedrendinaRevisw, aspx O =] 42| = Ust vendor Partal - Complet... = I I I e

| Ele Edit Wew Favortes Took Help

; = = _ =
I e M sionested sites = 2 web Slhiee Gallery = 20 Yerisae Mobile 2 | USM Yendor Portal - Logged. | By -~ E) - |0 dm - Page - Safety = Tools = @
Contact Us § Logout | Privacy Policy | Today is: Thussday, March 15, 2018 | Welcom 1 "
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Home Sacurity Profile Contracted Rates Mew Calls Scheduled Calls  Proposals [Completed Pending Review]| Complated/Unbilled Search- Download Work Orders  External Links  Halp -

usMm vendor Portal

Completed Service Pending Review

The following are calls whers servics has been completed but are sither 1) missing required paperwosk (WO-status & 'Completed-PPUV) or 2) the papenwork is in review (WO Status is ‘Completad Panding Review ). Sort by any column by clicking on 3 colurmn headsr.

FILTERS - Select the filter criteria below, then click Submit’ to refresh this page

WO #: Store Name =] o Store #:
Location =] = {anywhers in field) WO Code Dsc: =
Priority: =] Service Date Between: [ = | = WO Status: =l
WO Revd = WO Revd Between: [ = | fi=: | Invoice Rovd: T~
| Suberit Y Ciear |

[B211/201E 5-00 P [Stnp & Wax Low [Complated PPW

(270672015 8-30 PM_|Sorub and Recoat Cow [Complet=d PPWV N
(270772018 030 FM_[Stap & Wax Low [Completed PPV

Marshalls

T3 M=o T 2/06/2078 5-00 PM_[Stnip & Wax Low [Complsted PPV [ e —Piease Soiect

~
= e /2078 500 PM_[Sthp & Wax Lon G ™ ro| Froocs Soea T
A0t [07/26/2015 9-20 P |Scrub & Recoat Low [Compiated PPV ol O =y o
EE 11/01/2017 530 PM_[Vestibule Mat Extraction |Low PRV N to| Fiesze saest [v]
[10: 10/31/2017 9-00 FM High [Compisted PPW
™ 3= s N Ho|Fizase Salet ]
0t D/24/2017 530 PM_[Monthly Ousrmight Lom [Complated PPV — —
oty N o[ Please Seleot[v]

~

5% - g
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Completed/Unbilled

The Completed/Unbilled page lists work orders assigned to your company where service has been completed
and validation requirements have been met but payment has not been processed.

g‘USM ¥endor Portal - Completed/Unbilled - Internet Explorer

Ox]|#+] & usmvendor Portal - Complet... %

@' |- |-é} http:ffvendorgs. usmservices. comyRel30Platendor s/ Camy

|Fi\e Edit View Favorites Tools  Help

I = m:’-unq. ted Sites = d b Slice Gallery = Verisae Mabile d USM Yendor Portal - Logged. .. {’:} - g - || @y y Page -~ Safety - Todls - -@\v i
'i Contsct Us | Logout | Privacy Policy | Today is: Tuesday, March 13, 2018 | Welcome Chuck
= USM
—a USM Vendor Portal
An EMCOR Company
Home Security Profile Contracted Rates Mew Calls Scheduled Calls  Proposals Completed Pending Review [ G /Unbilled| Search- D Work Orders  External Links  Help -
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Printing Work Orders

On the Scheduled Calls or the Completed Pending Review page, select “Print” from the drop down menu
under the Action column to print a work order. You also have the option to print multiple work orders
simultaneously by selecting the desired documents and clicking the “Print Selected WO’s” button. Note that
the “Print” option is only available once work has been accepted & scheduled or completed.

Once you select “Print”, you will receive a message saying that the Work Order has been submitted for
printing. In order to see the work order, you must click on the “Download Printed Work Orders” link at the top
or bottom of the grid on Scheduled Calls or Completed Pending Review pages.

Once you click on the “Download Printed Work Orders” link, you will be navigated to the Download
Printed Item screen. Here you can click on a Work Order Number to open the printed work order in PDF
format and print it as necessary.
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The search page can be used to locate specific work orders through a number of fields of search
criteria. You can enter a single value or multiple values to the search fields to refine your search.
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