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Purpose

Read this helpful step-by-step to learn about some of the features in the company’s
portal to help you understand what'’s available to you as you do business together.

Receiving an Invite to the Customer Portal

Customer Portal Invite links are valid for 30 days once they are sent. If 30 days have
passed, and you never used your invite link, you'll have to request a new Portal Invitation

Email from the company that sent you the portal invite.

= ! Gmail Q, Search mail

- . -

K Inbox 1 e o
¥r Starred _ . + Summarize this email

Camilla Sailor, you've been invited to use our Customer Portall nbocx & ©

©®© Snoozed
@ Camilla Sailor 9:44AM (11 minutes ago) #r €

B Sent tome v

More
Hello Camilla Sailor!

To confirm access and set up your account to our Customer Portal, please sign up with the link below:

Click here to accept your Learning Portal invite!

Thank you!

(:'h Reply \) ‘(/r—’ Forward \)

When accepting the portal invitation in the email, you'll set your password and
bookmark the URL for the Customer Portal, so you can log in whenever you want to
review proposals or invoices.

After your password is set, you will be redirected to the login page. You can then log in
to your portal account for the first time.



D ASPIRE SOFTWARE

Signin

Email Address

Password

Password

Remember me Forgot Password?

Logging Into the Customer Portal

To log into the portal, you will enter the email address that you use to communicate with
your service provider, and complete with the password that you created at the time of
sign-up. Once you are logged in, your dashboard will be displayed.



ASPIRE SOFTWARE

Property Filter
All Properties

Current Balance

$238.70
(3] Requests
[) Proposals
© Visits
D | . Upcoming Visits Invoices Due
nvoices
1
Pending Proposals Pending Requests
0 0

Reset Password

If you cannot remember your password, you can request a new password on the login

screen by selecting Forgot Password?

& Note: The company that manages your customer portal cannot see your passwords;

it's up to you to reset your password if you do not have access to your old password.
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Signin

Email Address

Password

Password

Remember me Forgot Password?

Troubleshooting

If you click the link to reset your password for your account and you never receive this
email, please check your Spam folder in your email account! If you cannot find the
password reset email, then you can confirm by phone or email to the company you are
doing business with to see if you are Customer Portal Verified. This means that you have

accepted your invite to join the customer portal and have set a password.

If you select Forgot Password, and your email address is not associated with a User
Account for the Customer Portal, you will see Invalid Email displayed on the Customer
Portal screen. You would have to accept the initial portal invite first, and then, set a

password.



Features of Your Customer Portal

Once you accept your invite to create a new account to access the Customer Portal,

there are many things you can do once you log in.

We will go over the self-serve features that the customer portal offers so you can

understand what you can do on your own:

e Manage payment methods

e View upcoming visits

e View and sign Proposals

e View and pay Invoices

e Review and comment on Requests

e Manage multiple properties
Profile Icon Controls

Under the profile icon, you can set payment methods, reset your password for the portal,
and sign out of your account.

Managing Payment Methods

You have the option to add a new payment method, edit or delete existing methods, and
set a default payment method for your transactions under Manage Payments.



O ASPIRE SOFTWARE @

@ C. Sailor

Account

& Manage Payments

& Reset Password

Property Filter

All Properties hd

Current Balance

$238.70
@ Home

(3) Requests

@ About

[ signout

[2) Proposals

© Visits

Upcoming Visits Invoices Due

1

[ Invoices

Pending Proposals Pending Requests

0 0

Existing payment methods on file for your account will appear here, or you can click the
Add Payment Method button to add a new source.

) ASPIRE SOFTWARE ©

Property Filter Payment Methods D Email receipts enabled

All Properties ~

Current Balance

$8,243.21
@ Home

Mastercard ****000 s ®

[3) Requests
[© Proposals
© Visits

[ Invoices

Add payment msthod



Adding a Card Payment Method

If you can add Card payments in the Customer Portal, you will see the option to add
cards to your account and save them for future use!

Add payment method

8 =
Card ACH Transfer

Card Informaticn

1234 1234 1234 1234

Ccw

MM/YYYY

' Save payment method

' Make this my default payment method

' Use default billing address

ACH Payment Method

@2 If you can add ACH Transfer accounts, the ACH Transfer option will appear for you to
add a source to.

To add a new ACH payment method, select the Add Payment Method button, then under

choose ACH Transfer.



Add payment method

S| i
Card ACH Transfer

Account Info

Routing Number/Account Number

Save payment method
Make this my default payment method

Use default billing address

e Inthe Routing/Account Number field, the customer would enter their bank

information separating the routing and the account number with a "/".

Account Info

Routing Number/Account Number

1. No spaces or special characters besides "/" should be used in this box.

e After entering the bank information, you can decide to make this a default
payment method by checking the Make this my default payment method

checkbox.

e When all information is entered, select Save Payment Method.



Subscribing to Electronic Receipts in the Customer Portal

Regardless of if you have added ACH or Card payment methods to your account, you
can opt into getting transaction receipts emailed to you when a payment is made.

You can turn the toggle button on to enable emailed payment receipts:

D ASPIRE SOFTWARE @
Property Filter . ,
All Properties o Payment Methods [ @ i recsipts enabled ]
Current Balance
$8,243.21
Mastercard ****000 Va @
@ Home

[ peraur |

Requests
[ Proposals
@ Visits

[] Invoices

Add payment method

10



Here is an example email of what you'd receive when turning this button on for

Electronic Receipts:
You are subscribed to Transaction Receipts from Aspire, LLC. nbox x =]

NoReply@youraspire.com W &

tome -

Successfully Subscribed!

This email confirms you have been subscribed to receive Transaction
Receipts in Aspire.

If yvou feel that you are reaching this message in error please contact your account manager
at Aspire, LLC. to update your email preferences.

e Now, when a payment is made with the payment source on file, you would

automatically get a receipt for the amount paid.

Understanding the Customer Portal Side

Menu

Reviewing the Property Filter

The property filter helps you filter portal content and allows you to make the Customer
Portal your own! By default, all of your properties will be selected, but if you want to view
one property’s data, or even a group of properties, you can click the dropdown and
select them from the list!

11



ASPIRE SOFTWARE

Property Filter

All Properties

Current Balance

$238.70

Requests

[3) Proposals
© Visits
D Invoices

Upcoming Visits Invoices Due

30 1

Pending Proposals Pending Requests

0 0

s®Note: Using the multi-select option updates the data displayed for each property

across the entire customer portal.

ASPIRE SOFTWARE @

Property Filter

All Properties

$ All Properties

l Camilla's Qasis l
First Bank
Three Tails

Tar Valon Towers

| —

© Visits -
L
[:] Invoices
Upcoming Visits Invoices Due
Pending Proposals Pending Requests

12



Current Balance

The current balance amount displays the sum of all due invoices for properties selected
by the property filter.

Q ASPIRE SOFTWARE @

Property Filter
All Properties

Current Balance
$238.70

@ Home

(3) Requests
[2) Proposals
® Visits
Upcoming Visits Invoices Due
[] Invoices
Pending Proposals Pending Requests

» The Current Balance amount include any credits that may have been applied to your
invoices.

13



Viewing and Signing Proposals

s Note: If you do not see Proposals displayed in the customer portal, you can skip this

section.

All contacts tied to the property can view Proposals, but only Primary and Billing can
sign Proposals.

If you receive a Proposal for work at your property, you can accept and sign inside your

customer portal account with the use of an Electronic Signature!

Viewing a Proposal

View Proposals by clicking the Proposals section of the side menu.

() ASPIRE SOFTWARE @
Property Filter
Proposals
All Properties e
Show:  a) w 10 of 13
Current Balance
-~
$238.70
Proposal #80: Daily Clean $54,750
@ Home Camilla's Oasis - 5t. Louis, Missouri 63101 Price
Sent 01/16/2025
[3) Requests [ AcceeTeD |
[ @ Proposals ]
Proposal #86: Consumables Request $0
@ Visits Camilla’s Oasis - 5t. Louis, Missouri 63101 Price
Sent 01/22/2025
[] Invoices (_pccorren |

You can use the Show dropdown to review All, Pending Accepted, or Rejected Proposals
on this screen.

14



ASPIRE SOFTWARE @

Property Filter

Proposals
All Properties P
Show: Al WV 10 0of 13
Current Balance
r'
$238.70 El
Prog .4, Paily Clean $54,750
@ Home Camilli ofis, Missouri 63101 Price
Sent 0 Accepted
[3) Requests | ac Rejected
e |
@ Proposals
Proposal #86: Consumables Request $0
@ Visits Camilla’s Oasis - 5t Louis, Missouri 63101 Price

Sent 01/22/2025

[ Invoices | ACCEPTED |

To review the proposal in more detail, click on any proposal from the Proposals list:

() ASPIRE SOFTWARE ©

Property Filter

) Proposals
All Properties
Show: ) v 14of14
Current Balance
a
$238.70 _ -
Proposal #88: Major Landscaping Project 2024 $44,579.33
@ Home Tar Valon Towers - Columbia, lllinois 62236 Price
Sent 03/18/2025
() Requests [ PENDING |
@ Proposals
Proposal #15: Weekly Maintenance $117,951
@ Visits Camillas Oasis - St. Louis, Missouri 63101 Price
Sent 08/07/2024
[] Invoices =TT

Proposal #56: Irrigation Inspections $260
Tar Valon Towers - Columbia, lllinois 62236 Price

Sent 08/28/2024

[ accerten |

The proposals detail screen shows the proposal in a webpage format which is helpful
for you if you plan to use a mobile device to review this information.

15



ASPIRE SOFTWARE @

Property Filter
All Properties < Back to Proposals
Current Balance Proposal #88: Major Landscaping Project 2024
Tar Valon Towers
$238-7° Columbig, Illinois 62236
| PENDING | SentD3/18/2025
@ Home
Price Service Contact
R t:
® Requests $44,579.33

Camilla Sailor

€00
B Proposals services Email cseiler@youraspire.com
Mulch Install $40,749.60
© visits 1Visit
Associated with:
Plant Installation 52,135
[ Invoices 1Visit Eh 515 Warnock
EN- Shrub Installation $1,694.73 columbio llinais 62255
1Visit
Total $44,579.33

View Proposal o

Signing a Proposal
“20nly Primary and Billing Contacts tied to the property can sign the Proposal.

When you are ready to sign your proposal, click on the View Proposal button:

() ASPIRE SOFTWARE (@)

Property Filter

P — v < Back to Proposals
Proposal #88: Major Landscaping Project 2024
Current Balance
Tar Valon Towers
$238.70 Columbia, lllinois 62236
| PENDING | SentD3/18/2025
@ Home
Price Service Contact
Requests
$44,579.33 Camilla Sailor
Coo
@ Proposals Services Email cseiler@youraspire.com
Mulch Install $40,749.60
@© Vvisits 1visit
Associated with:
Plant Installation $2135
[_:] Invoices 1Visit Eh 515 Warnock
EN- Shrub Installation $1694.73 Golumbia llinots 52236
1 Visit

Total $44,579.33




ASPIRE SOFTWARE

Property Filter

All Properties < Back to Proposal #88

Current Balance = c4f52963-62cf-4¢5-b588-acaBedT174b

$238.70
@ Home

1
a S p I re Date: 3/18/2025

@ Requests A ServiceTitan Company
@ Proposals
Camilla Sailor
. Great Light Enterprises ;?;\w;:‘:gkwem
© Visits 123 Flagler Bivd. Columbia, IL 62236

St. Louis, FL 32084

D Invoices - - -
Major Landscaping Project 2024

Services Billed Upon Completion

Description of Services Frequency Costper Occ. Annual Cost
Front Yard
Mulch Install
Side Yard
Plant i $2,135.00 $2.135.00
[Back Courtyard ]
EN- Shrub i $1,694.73 $1,694.73
[ Total| $44,579.33]

$40,749.60 $40,749.60

This opens the proposal in PDF format. Next, click the Sign button to pull up the
Electronic Signature window.

sign

Proposal 88: Major Landscaping Project 2024 $4457933 =

By signing this document with an electronic signature, | agres that such signature will ba as valid as

handwritten signatures to the extent allowed by local law.

17



¢ If the proposal has Optional Services estimated, they will appear in this window with
checkmarks.

You can choose to check them at that time and add the additional cost to the approved
proposal amount! The Proposal Screen will also be updated to show which Optional
Services you have selected.

Once the customer signs the proposal, the proposal status will update from Pending to
Accepted.

The Sales Representative tied to the opportunity will be notified via email that the
proposal has been signed in the customer portal. The Sales Representative will also be
notified of the signature on any Change Orders that were reproposed to you!

() ASPIRE SOFTWARE ®©

Property Filter

) Proposals
All Properties
Show: Al v 14 of 14
Current Balance
)
$238.70 _ o
Proposal #88: Major Landscaping Project 2024 $44,579.33
@ Home Tar Valon Towers - Columbia, lllinois 62236 Price
Sent 03/18/2025
Requests | AccepteD |
Proposal #15: Weekly Maintenance $117,951
@ Visits Camilla’s Oasis - St. Louis, Missouri 63101 Price
Sent 08/07/2024
E] Invoices (__AccePreD )
Proposal #56: Irrigation Inspections $260

Tar Valon Towers - Columbia, lllinois 62236 Price
Sent 08/28/2024

| AcceeTED |

18



The Visits Section

& Note: If you do not see Visits displayed in the customer portal, you can skip this

section.

On the Visits section of the Customer Portal, you review Completed or Upcoming Visits

for the next 30 days.

()

Property Filter

All Properties

Current Balance

$238.70
@ Home

Requests

() Proposals

fow ]

[] Invoices

e Selecting any of the Visits on this screen will display more details:

Viewing Visits

ASPIRE SOFTWARE

Visits

Show: MNext 30 Days W

Camilla’s Oasis
112 Clark 5t » 5t. Louis, Missouri 83101

| UPCOMING |

Camilla’s Oasis
112 Clark 5t = 5t. Louis, Missouri 63101

| UPCOMING |

Camilla’s Oasis
112 Clark 5t = 5t. Louis, Missoun 63101

| UPCOMING |

Camilla’s Oasis
112 Clark 5t - 5t. Louis, Missoun 63101

| uUPCOMING |

20 0f 30

03/18/2025

7:00am

03/19/2025

7:00am

03/20/2025

7:00am

03/21/2025

7:00am

'Y

©

19



ASPIRE SOFTWARE @

Property Filter

Visits
All Properties
Show:  pext 30 Days WV 20 of 30
Current Balance
$238.70 !
Camilla’s Oasis 03/18/2025
@ Home 112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
| upcomING |
[3) Requests
[®) Proposals Camilla's Oasis 03/19/2025
112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
|:| Invoices
Camilla’s Oasis 03/20/2025
112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
| upcomING |
Camilla’s Oasis 03/21/2025
112 Clark 5t = 5t. Louis, Missouri 63101 T:00am
| upcomING |

e Visit details shown in the portal include the Visit Date, scheduled Services, shared
Visit Notes, and the Service Contact’s details.

20



Camilla’s Oasis
112 Clark St - St. Louis, Missouri 63101

Visit date 03/20/2025 7:00am

Services scheduled Janitorial Daily Clean

Visit notes During this visit, our crew leader will
make sure all supplies are stocked

as needed!

Service contact Camilla Sailor
cseiler@youraspire.com

Viewing and Paying Invoices

s Note: If you do not see Invoices displayed in the customer portal, you can skip this

section.

Viewing Invoices

When invoices are sent, you can view them inside of the portal if you are a contact tied
to the invoiced property and have accepted your customer portal invite. You could also
make payments as long as the company managing the customer portal has electronic

payments enabled!

21



@2 Either the Primary contact on the property, or the Billing contact on the invoice can
make payments on the Invoice.

You can choose to select between viewing All, Due or Paid invoices in the dropdown on
this screen.

() ASPIRE SOFTWARE ®©

Property Filter .
Invoices

All Properties

Show: All 30f3
Current Balance

$238.70
@ Home

eekly Maintenance

. Rouis, Missouri 63101

Requests

[2) Proposals Invoice #4: Annual Maintenance Agreement

Tar Valon Towers = Columbia, Illinois 62236

© Vvisits [ e |

Invoice #18 $238.70

Tar Valon Towers + Columbia, lllincis 62236 Balance

DUE

This list will display important information regarding your individual invoice balances,
the property the invoice is for, as well as the Service the invoice is for.

If you click on any invoice line item on this screen, you will be taken to the Invoice
details screen in a webpage format.

22



Property Filter

Invoices
All Properties
Show: Al WV 30of3
Current Balance
Invoice #6: Weekly Maintenance
@ Home Camilla's Oasis = St. Louis, Missouri 63101
( PAID )
[3) Requests
[® Proposals Invoice #4: Annual Maintenance Agree...
Tar Valon Towers = Columbia, lllincis 62236
© Visits [ pap |
Invoice #18 $238.70
Tar Valon Towers = Columbia, lllinois 62236 Balance
DUE

Paying Invoices

o Note: If you do not see Pay displayed in the customer portal, you can skip this

section.

The action buttons for paying invoices are View Invoice or Pay Invoice.

ASPIRE SOFTWARE @

23



() ASPIRE SOFTWARE (@

Property Filter

All Properties < Back to Invoices

Invoice #18:
Current Balance Tar Valon Towers
$238 70 Columbig, lllinois 62236
DUE j26/2024
@ Home
Balance
Requests $238.70 Associated with:
Eb 515 Warnock
Services o
Columbiaq, lllinois 62236
[ Proposals Irrigation Inspection $206.70
- IR- Irrigation Repair - $32  Proposals
© Visits Emergency @ Proposal #58: Irrigation

Repair
Total $238.70 08/28/2024
D Invoices o

@ Proposal #56: lrrigation
Inspections
08/28/2024

@ Tar Valon Towers
08/28/2024

=N -]

Clicking Pay Invoice brings you directly to the payment screen!

Clicking View Invoice will allow you to view the Invoice in a PDF format. After reviewing
the Invoice, you can click Pay Invoice on this screen.

24



() ASPIRE SOFTWARE

Property Filter
< Back to Invoice #18:

All Properties

Current Balance

$238.70

1758 Lexingten Avenue INVOICE
St Louis, MO 63101

[
(@ Home a s pl re s

Terms Due Date
B Requests A ServiceTitan Company 12124
|April Malmba [Tar Valon Towers
B Proposals 1234 Main St 515 Warnack

Brooklyn, NY 11213 |Columbia, IL 62236

Amount Due Enclosed

© Visits

D Invoices Please detach fop portion and retum with your payment.

UNIT PRICE EXT PRICE SALES TAX LINE TOT
#56 - Irigation Inspections $206.70 $0.00 $206.70
#56 - Irrigation Inspections $206.70 $0.00 $206.70
Irrigation Inspection $206.70 $0.00 $206.70
3.18 Lead Tech - 08/28/24 $206.70

#58 - Irigation Repair $32.00 $0.00 $32.00

IR- Irrigation Repair - Emergency §32.00 50.00 $32.00
2.00 1" Poly Pipe (Material) $2.00
5.00 6" Pop Up Spray Head (Material) $30.00

Total $238.70 . $238.70

Choose a Payment Amount
s#*Note: If you don't see Other Amount on this screen, you can skip this section.
If Partial Payments are accepted for your customer portal, then there will be an option to

pay either the Full Balance or Other Amount, which allows you to pay a partial amount
towards their Invoice Balance.

25



Choose a payment amount

Full Balance + $16.32 Convenience Fee $238.70

$0.00

+ Add New Payment Method

Any convenience fees are automatically calculated on this screen and will be displayed.

“2If you have any payment methods on file, they will be displayed in this window. You
can always choose to use the Add New Payment Method option before paying the
invoice.

Important to know about Invoices in the Customer Portal:
@2 The due date displayed in the Customer Portal is tied to the net terms of the

properties’ invoices.

26



Viewing Requests

& Note: If you do not see Requests displayed in the customer portal, you can skip this

section.

You can view Requests that are tied to your properties including any comment that is

made onto the Request in the customer portal.

@2 All contacts tied to this property can view, create, and comment on Requests.

() ASPIRE SOFTWARE @
Property Filter
. Requests
All Properties
Show: All W 10f1
Current Balance
$238.70
Request #19: Leaking Sink Normal
@ Home First Bank Priority
5t. Louis, MO 63101
== -
[5) Proposals
© Visits
[] Invoices

You have the option to add comments, including adding attachments, or you can create
new Requests directly from the portal for any of their properties.

27



Add Comment

Associated Property®

First Bank

Subject*

Leaking Sink

Priority*

Normal
Attachments (Each attachment can only be T0MBs, limit of 5)

¢ Add Attachment

Comment*

==

Once a request has been created in the portal, the Account Owner associated with your
property will receive an email notification, letting them know that there is a new Request
ready for review.

28
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