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NAVIGATION LINKS

Returns you to the Home screen.

Map with pins representing active jobs out in the field.

Online wizard for work submission.

Search for jobs in a variety of ways.

Tool for determining filing venue.

Access jobs in order to attach documents.

Documents for FTP exchange.

Variety of standard or custom reports.

View statement, payment, invoices and other accounting information.

Rate the handling of a particular job.

Performance metrics specific to your jobs.




NOTIFICATIONS

This quick link on the Home screen will display a snapshot of any
new notifications since your last login. You can select to view
items by clicking on the appropriate link or by selecting ‘See all

notifications’ at the bottom which will take you to your ‘Activity
Feed’.




You can use the ‘Jobs in Field’ link
to see a map with pins for where
open jobs are taking place.

When you click on a pin it opens
up a brief description of the Job
Number, Servee, Address as well
as quick links to get to the Job
Summary screen, Print Workorder,
and View status items.

Areas with a large circle and a
number in the center are
locations where there are
multiple jobs in the nearby area.
Scroll in on the map or click the
number to zoom in. You can also
select ‘Map’ or ‘Satellite’ views in
the upper right corner of the
map.
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e T SEND US WORK

You can use our web portal to send requests to us to perform various services such as: service
of process, skiptracing, document deliver or pickup, court fiings and document retrieval.
Follow the steps in the job wizard to set up a new request, or you can ‘Use Template’ to
create, store and then later use templates for items that you may find you process frequently.
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————— CHECK STATUS

F.A.S.T. Client Web Portal Welcome,
EZ Messenger File and Serve Tracking (FA.5.T.) ' Test Client

You can either use
the bubble in the
upper right corner of
the screen to find
jobs to check status
Or Or you can use our
‘Check Status’ > Search Query: Search by Court Cause #
feature.
Status: & All Open Closed
By using the Check
Status feature you i Ll L
can search for
specific items based Henar Filter by Date Range:
on multiple specific Accounting
criteria as opposed
to getting a
shortened listing
without detalils.

B o A e
Job Scoring
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SEARCH OPTIONS

Job Type Search Date Range Search
Search t:r;.. Court Cau:

Search h';.. Case R
search by Servee
earch by

Search by C

Search by

Search by

earch by Court Date
search by R

Order Pull & File




E—— SEARCH RESULTS/ JOB DETAILS

Search results will
net a listing of
related jobs with a
snapshot of details
such as Servee,
Active Address,
Cased# ¢ Assigned ¢ S Status.

Test Overwrite 10/08/2015

It will also provide
quick links to
Status, Documents,
Affidavits and
Photos.

Mot Applicable
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JOB SUMMARY

Test County 100th TEST

s When you select a job by

e s ool clicking the serve name you are

vy Pl taken to the ‘Job Summary’

Any Defenc e screen. This screen will provide
you access to detailed
information for the job including:
« Job Info

e Status

e Scans

 Photos
Addresses
Linked Jobs
Timeline

MNOT APPLICAELE
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JOB INFO
Caseinfo

= Court cause number
ey S = Filing information

T e bt - Case caption

' B - Attorney on case

= Case reference number

= Quick Links to:
e |nsert status note
= View Workorder
= Print affidavit

NOT APPLICABLE = Job scoring

eForms

< Name of serve

= Active Address

= Job type

< Documents

= Court date

= Server

= Service details

Test County 100th TEST

Case Test

......



Send notes to EZ Messenger staff using the ‘Insert
Status Note’ link. The “High Priority’ button should

be selected for any items requiring rush attention.

&3
STATUS

You can view various forms of
status with dates and times.
Statuses can be sorted and
filtered in various manners.



Any scans currently
attached to the job
can be viewed here.

You can also upload
additional scans as
needed.




PHOTOS

View photos associated with
attempts and service
completions. Photos are geo-

) .
...; S 5 S ; - tagged and have the status

—

DOGS BARKING, NO CARS, NO ANSWER. DOGS E note, date, time, and address
AT NEIGHBOR HOUSE, NO ANSWER THERE EITHE of attempt.

@ 14 hours ago
1600 DALE ST APT 141, AMARILLO, TX 79



" LINKED JOBS -~
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If you have jobs with

identical forms of

identifiers they will

appear here. In this

example job 315810 has

the same reference

number as the service

listed below. ef# — Typ #  Assigned

08/24/2015

Jobs may link based on
Case Number or SAFEW
Reference Number. This i —
does not force the jobs OF CUSTODIAN

RECORDS; LETTER

to be part of the same
case, but rather
provides an easy way to
find jobs with matching
information. A



e Added Status Item

» Job Assigned To JAMES RACINA, Subserver : JAMES RACINA

October 2015

Photo Submitted

o Added Attempt

» TESTING APP COMNMECTION

TIMELINE

The Timeline shows a
chronological listing
of events on the
selected job.




CHECK VENUE

By using our Check Venue
tool you will be able to
enter an address, the
balance being collected
and your reference

number (optional) to
obtain information on the
venue your case should
be filed in.
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F.A.S.T. Client Web Portal Welcome,
EZ Messenger File and Serve Tracking (FAS.T.) & Test Client

REPORTS

EZ Messenger offers a
multitude of standard
reports for your
account. Don’t see the
type of report you
need? You may want
to check the
Performance link or ask
your Account
Executive about
creating a custom
report!

Vienie
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ACCOUNTING

We make it easier than
ever to review your
accounting details. In our
Accounting section you
can find our W9, review
Invoices, statements and
payments. You also have
access to reconciliations
and can search for
check numbers used for
payments on your
account.



JOB SCORING

One of our newest
features is our Job Scoring.
After your job has been
completed you can
provide feedback on
various aspects of your
service.
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PERFORMANCE

s Lty

° o o o Performance Metrics
snapshot for your account
o o o o o o o o can be seen here.

Details in regards to each
type of metric can be
accessed by clicking the
blue ‘Details’ link.

Avg. days in client hold Avg. days in other queues Percent served



PERFORMANCE METRICS DETAIL

After you select ‘Details’ you will see a listing of the total items that make
up the section in question. You can view |job detalls, status, attached
scans and photos. You can also download a .CSV file to open in Excel.

B Performance Metrics Detail - jobs_closed30

ClientReference JobType CaseNo
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