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Introduction 
 
The Field QC Web Portal is an externally facing web site used by USM Field QC 
personnel to manage field inspection forms/photos and support field activity through data 
search and reporting capabilities. 
 
The site is located at https://fieldqc.usmservices.com. 
 
In order to ensure operability of the Field QC Web Portal you must ensure the following: 

• Your browser is IE 10 or higher.  IE 11 is recommended.  To confirm, go to Help 
� About in Internet Explorer and review your version information 

• You have pop-ups enabled (Tools � Internet Options � Privacy � Uncheck Pop 
up blocker). 

• The web site is listed as a trusted site (Tools � Internet Options � Security � 
Trusted Sites � Sites � Ensure fieldqc.usmservices.com is listed). 

• Appropriate system access (see Security/Login section) 
 

Security/Login 
 

Overview 
 
 

 
 
 
In order to login to the USM Field QC portal you must have a National Accounts Login ID with 
access granted to the Field QC portal.  There are two levels of portal access: 

� Basic access – this grants the user access to: 
o Create inspections 
o Edit their own inspections 
o Run reports 

� Administrative access – this grants the user access to: 
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o Create inspections 
o Edit their own inspections 
o Edit other users’ inspections 
o Run reports  

 
To request access, submit a request to the TrackIT help desk system with VP approval; one of 
two ways: 

� With an active USM VPN connection from a company laptop or PC – open a browser 
window and type “helpdesk” 

� Send an email request to helpdesk@usmservices.com 
 
 

Self-Service Password Reset 
 
For all National Accounts System-based applications (including the Field QC Web 
Portal) you are required to establish two security questions in order to verify your identity 
for self-service password reset functionality.  You will not have the ability to log into the 
Field QC Web Portal until your security questions have been established.  Once security 
questions are established you can reset a forgotten password by clicking the “Forgot 
password?” link on the login page which will prompt you with the questions you 
established. 

Initial Setup 
 
The following shows the USM Application Password Reset page for establishing 
Security Questions.  Choose two questions from the dropdown lists provided and supply 
corresponding answers.   
Note:  You must choose two DIFFERENT questions.  Your answers will be case 
sensitive.  Choose questions and answers that are easy for you to remember but difficult 
for someone else to guess.   
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To view your typed answers in plain text, uncheck the “Hide Answer Text” check box.  
To view USM’s password policy on the SOP, click the “?” button. 
Once you have supplied your security questions and answers, click the “Submit 
Answers” button. 

 
You will see a message that your questions and answers have been saved.  You can return 
to the Field QC login page and resume the login process. 
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Retrieving a Forgotten Password 
 
On the login page of the Field QC Web Portal you will see a link for “Forgot your 
password? Click Here” 

 
In the event you forget your password or disable your account due to reaching the 
maximum login attempts, click the link.  You will be redirected to the USM Application 
Password Reset service. 
You will be prompted to enter your login name.  This is the same user name you use to 
login to the Field QC Web Portal.  Enter your login name and click “Submit”. 

 
The security questions you previously established will be displayed.  You must answer 
both questions correctly in order to reset your password.  REMEMBER that answers are 
CASE SENSITIVE.   
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Once you have provided your answers click “Submit Answers”.  If you have answered 
the questions successfully you will be presented with a page to type a new password.  
Your password must comply with USM’s password complexity requirements.  Passwords 
must include at least 3 of the 4 items below and be a minimum of 8 characters in length: 

• Upper Case (ex/ A, B, C) 

• Lower Case (ex/ a, b, c) 

• Numerals (ex/ 1, 2, 3) 

• Non-alphanumeric (ex/ @, #, $, %) 

 
If your password does not meet the complexity requirements you will receive the 
following message: 
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Once you have supplied a password which meets the complexity requirements you will 
receive a message confirming the password reset.  You can return to the Field QC login 
page and resume the login process. 

 

Password Requirements 
 
Passwords for the Field QC Web portal will expire every 90 days and must meet USM’s 
password complexity requirements. 

Login Profile 
 
On the left hand side of the home page above the navigation menu you will see your 
currently logged in user ID and the password expiration date.  When passwords are 
within 15 days of expiring, the expiration date will be displayed in bold red. 

 
 

 

Lock-Out 
 
Attempting to login unsuccessfully 3 times in a row will lock/disable your user account.  
For each failed login attempt you will see the following error message. 
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Once you reach 3 unsuccessful attempts, your account will be disabled.  You can click on 
the “Forgot your password? Click Here” link on the login page to verify your identity 
through your established Security Questions and reset your password.  In the event you 
forget both your password and your Security Questions, you can submit a ticket to the 
TrackIT help desk. 

 

Expiration 
 
Each time you reset your password, you reset the expiration days to 90 days from the 
reset date.  In the event you do not reset your password prior to password expiring, you 
will be forced to reset your password the next time you log into the Field QC portal.  You 
may not log into the portal until your expired password is reset. 
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Home Page and Navigation Menu 
 

1. On login, you will see the home page with a welcome message.  You will also see the 
main menu on the left hand side. 

 
2. All users have access to the navigation items listed below.  Click on the double arrow 

 to expand or collapse each sub-menu.  The diagram below outlines the 
options/features available in the menu. 

 
 
 

 
 

 
� Inspections – Create, search, edit inspection forms 

o New – This option allows the user to create a new blank inspection form.  The 
functionality is identical to the functionality available on the Mobile Field QC 
application with the following additional capabilities: 

� Add photos 
� Associate the inspection to a work order 
� Associate the inspection to an asset 



 12

� Create an asset from the inspection form 
o Open  – This option allows the user to search for existing inspections and make 

edits to existing inspection forms. 
� Search  – Search National Accounts System Site, Resource and/or Work Order detail  

o Sites – Launch point for National Accounts System data searches.  Drill into Site 
information to view Resource Assignments, Resource Detail, Work Order Detail, 
Inspection History, Site Plans, etc. 

� Reporting  – Submit report requests and retrieve reporting output 
o Visit Compliance  – Evaluate # of completed visits against the visit requirements 

defined in the National Accounts System.   
o Inspection Data  - Extract data from submitted inspection forms 
o Inspection Submission – Extract basic inspection header information to report 

on visit volume  
o Scheduler Service Detail – Report on work scheduled in the National Accounts 

System. 
o Retrieve Reports  – Retrieve data in Excel format from completed Visit 

Compliance and Inspection Data reports 
� Training  

o User Guide  – Launch user guide document 
o Glossary – Definition of work order statuses 

� Security  
o Change Password – Change your login password 
o Security Questions – Change your security questions 
o Log Out – Log out of the Field QC Web Portal.  Note, you will be automatically 

logged out of the Field QC Web Portal after a period of inactivity. 
o Privacy Policy – Review the USM Privacy Policy  
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Inspections 
  
The inspections menu provides the end user a method to create new inspections or edit existing 
inspections.  Inspection data is available for edit regardless of whether the original inspection 
form was created through the web portal or through the Windows mobile Field QC application.  
Users with normal access privileges have the ability to edit their own inspection forms only. 

New 
 
The New option under the Inspections main menu allows the user to create a new inspection form 
through the web portal. 

Create a New Form 
 

 
 
Users are required to supply some initial data in order to create an inspection form.  This set of 
data is common among all types of inspection forms.  Data points with a red asterisk (*) are 
required fields.  The data points are as follows: 

� Date – this date represents the date of the actual inspection.  The “create date” is logged 
separately as a timestamp when the “Create Form” button is clicked. 

� Inspection Type  – represents the type of inspection  
o Janitorial 
o Janitorial Workplace (Safety) Inspection 
o Land-Lot 
o Snow Event 
o Electrical-Lighting 
o Retrofit 
o Asset 
o Exterior Assessment 

� National Account  – represents the customer for which the inspection is being performed 
� Site #  - clicking on the “Select Site” link will provide the user with a dropdown list of 

locations related to the National Account selected.  If no account is selected, no sites will 
be displayed in the dropdown list.   

� Attending Service  – represents whether the inspection was performed while the 
vendor/crew was performing service. 
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� Description  – brief description of purpose of inspection (i.e. problems with service, 
routine inspection, on client request, etc.) 

 
Once the user has supplied the initial information, clicking “Create Form” will log a record of the 
inspection to the National Accounts database with a status of “In Progress”.  From this point 
forward, the user can refer back to this record of inspection.   
 

Open 
 
The Open option under the Inspections main menu allows the user to search and edit existing 
inspection forms.  Users with basic access can search all forms submitted by any user but may 
only edit the forms they created.  Users with administrative access can edit any inspection form 
regardless of the user who created. 

Inspection Report Search 
 
Users are provided a variety of different search parameters to retrieve existing inspection reports. 
 
 

 
The available parameters for searching inspection forms are as follows: 

� National Acct  – represents the customer account associated with the inspection form.  
The default is blank (all accounts). 

� Site #  - free text entry.  Represents the store location associated with the inspection 
form.  The default is blank (all sites). 

� Attending Service –  represents whether the inspection form was created in attendance 
of service being performed.  The default is All. 

� Start Date –  Starting inspection date range.  Default is blank.  The user can provide a 
start date, an end date, both, or neither. 

� End Date –  Ending inspection date range.  Default is blank. 
� Work Order –  free text entry.  Allows the user to search for inspection form(s) associated 

with a specific NAS work order #. 
� Status –  Status of inspection forms.  The default is “In Progress”.  Note – inspection 

forms can be edited indefinitely; this is by design per the Field QC team.   
o In Progress  – Inspection form created.  All required data not supplied. 
o Complete - No Photos  – Inspection form completed.  No photos attached. 
o Complete  – Inspection form completed.  Photos attached. 
o All  – All statuses 

� Region  – dropdown list of USM regions.  USM regions can be created in the National 
Accounts System by users with access to the USM region maintenance area.  When 
selected, the inspection report search will pull all inspection forms created for store 
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locations within the states associated with the selected USM region.  Default is blank (all 
regions). 

� User  – User who created inspection form.  Free text entry.  Represents NAS login ID. 
� Inspection Type  – represents the type of inspection form 

 
Once the user has supplied the parameters for their search, clicking the “Search” button will 
retrieve the related inspection forms from the database. 
 

 
 
Search results include the National Account associated with the inspection, the site # associated 
with the inspection, the date of inspection, the inspection type, the user who created the 
inspection and three options – View, Edit and Delete.  Note:  Edit and Delete are only available to 
the user who created the original inspection form and/or administrative users. 
 
The Site # link allows you to navigate to the Site Detail page to review site information such as 
work order history, assigned resources, contact information, etc. 
 

� View  – Opens the inspection form in read-only format.  The user then has the option to 
print. 

 

 
 

The Site # link allows you to navigate to the Site Detail page to review site information such as 
work order history, assigned resources, contact information, etc. 
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� Edit – Opens the inspection form in edit mode.  The user then has the option to update 
the inspection ratings, comments,etc., print the inspection form, associate a work order to 
the inspection form, associate an asset to the inspection form (note – only available for 
asset inspections), make the inspection form available externally, and/or attach photos to 
the inspection form. 

 

 
 

� Delete – Deletes the inspection form from the database. 
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Inspection Form Options 
 
While editing a field inspection form, the user has the option to update the inspection ratings, 
comments,etc., print the inspection form, associate a work order to the inspection form, associate 
an asset to the inspection form (note – only available for asset inspections), make the inspection 
form available externally, and/or attach photos to the inspection form. 

Save 
 
While editing the contents of the inspection form the user can click the “Save” button at any time.  
The “Save” button will validate the data supplied against required fields.  If required fields have 
not been populated the system will return to the user a list of validation errors that must be 
corrected in order to complete the form. 
 

 

 
If the inspection form was originally created from a handheld device, it is possible that the site 
location # entered offline is not a valid site number.  If this is the case, the invalid site number will 
display on the portal in bold red font as “Not Found”.  A link is available to select a valid site.  Until 
a valid site is identified, the inspection report will remain in “In Progress” status. 
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Print  
 
Clicking the “Print” button presents the inspection data in a ready only format ready for printing to 
PDF (to email, fax, etc.) or to a network printer. 
 

 

 
The formatted inspection report will also include information such as associated work order 
numbers and photos attached to the report displayed in original size. 
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Work Orders  
 
Clicking the “Work Orders” button allows the user to search for work orders in the National 
Accounts system and create an association between the inspection form and one or more work 
orders. 
 
The Site # will populate by default with the site number supplied in the inspection form.  Users are 
required to supply a start date and end date to search work orders.  Work Order Code is an 
optional free text field used to identify the Work Order Code associated with the desired work 
order. 
 

 
 
Once search criteria has been supplied for all required fields, the user can  click “Search”.  The 
system will then retrieve all work orders in the National Accounts system matching the search 
parameters provided.   
 
Next to each work order in the search results is an option to select the work order.  Clicking the 
“Select” button next to each work order will create an association between the work orders 
selected and the inspection form.  The ability to report on this association is provided through the 
reporting options on the portal.   
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Next to associated work orders is the option to “Unselect”.  Clicking “Unselect” will remove the 
association. 

Assets 
 
The “Assets” button is only available on asset inspection forms.  When clicked, the “Assets” 
button launches a pop-up window allowing the user to perform one of two actions: 
 

� Associate the inspection form to an existing asset.  The system will search the database 
for assets already associated with a site location.  If existing asset(s) are found, these 
assets will be presented to the user as available to associate.  Once associated, the 
inspection form will update the asset condition rating of the selected asset with the rating 
from the inspection form. 

� Create a new asset from this inspection.  The system will create an asset in the National 
Accounts System associated with the site # supplied on the inspection form using the 
data supplied in the inspection form. 

 

 

Photos 
 
Clicking on the Photos option from the Inspection form will launch a pop-up window which allows 
the user to associate one or more photos to the inspection form.  2MB is the size limit for an 
individual photo.  10MB is the size limit for the aggregate of photos associated with the inspection 
form. 
 
To add photos to the inspection form: 
 

1. Click the Photos button on the Field Inspection form while in Add or Edit mode 
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2. Click the Browse button to choose photos for upload. 
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3. When the “Choose File to Upload” dialogue box opens, navigate to the appropriate 

directory where your photos are stored.  Select the photo(s) to associate with the 

inspection form.  To select multiple files, do one of the following and click Open.  ONLY 

select files of the appropriate file types (.jpg, png, .gif). : 

a. Hold down your “Shift” key and highlight your files for selection 

b. With your mouse pointer, click on an area in between the files and while holding 

down the mouse button, drag a selection area over the files to select. 

c. Click inside the target folder and press Ctrl + A to select all files in the folder. 

 
4. Once you click “Open”, the list of the files selected will appear below the file upload 

control.  You will also see a button to “Clear” the selected list and a button to “Upload” 

the selected list. 

 
 

5. Clicking “Upload” will validate your selected files against the allowed file types and 

attach them to the inspection form.   
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a. If you attempt to upload a file of a type other than .jpg, .gif, .png you will receive 

an error message as shown below. 

 
b. On successful upload you will see your selected images loaded to the 

thumbnails grid.  You will have the option to change the file names or remove 

uploaded files as necessary. 

 
 

 

Make Available Externally 
 
An option is available on the Inspection report header in edit mode to make the inspection form 
available externally.  When checked, “Make Available Externally” will display the inspection report 
on the client portal under the related site location.  Inspection forms without this option selected 
will not be displayed on the client portal. 
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Search Capability 
 
The menu of available Field QC Portal options has been expanded to include the 
capability to search and view a broad spectrum of National Accounts System data 
including store, resource, work order and assignment detail.   
To begin your search, locate the “Sites” sub-menu under the new “Search” main menu. 

 
On the Search Sites page, choose an account from the list.  All other search criteria is 
optional.  Click “Submit”. 

 
The Site Search Results will display a list of Sites matching the Site Search criteria.  
From here, you can choose to: 

• Drill into the site information by clicking the Site # associated with the desired Site 

location 

• Export the list to Excel 
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• Sort the grid (for example, by Last Inspection Date) 

 
 
Drilling into the site information will open the Site Detail page.  Each section of the Site 
Detail page provides information from National Accounts relevant to that site.  This page 
also represents the launching point from which the user can access the Resource Detail 
and/or Work Order Detail pages to learn more about an assigned resource or recent work 
order.   

 
 

Site Detail 
The table below provides a description of each section of information visible on the Site 
Detail page. 

SECTION DESCRIPTION 



 27

 

Provides basic site 
information such as account, 
address, and basic contact 
information.  The “Svc Line” 
field will also provide more 
information on the lines of 
service applicable to the site. 

 

The Store, District and 
Facilities Manager contact 
information in the National 
Accounts System applicable 
to the site. 

 

By default, all currently active 
service assignments for the 
location.  To view the 
Resource Detail, click on the 
Resource Name hyperlink.  
The grid can be sorted and/or 
exported to Excel.  When 
more than 10 assignments are 
available users can page 
through the results.  Click on 
“Previous 12 Months” to view 
all active AND inactive 
assignments for the location 
during the last 12 months. 

 Site Plans 

 

Basic information regarding 
all active assets at the Site 
location. 
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By default, all work orders 
scheduled for the location 
over the next 30 days.  To 
view the Work Order Detail, 
click the USM WO # 
hyperlink.  To view the 
Resource Detail, click on the 
Assigned Resource hyperlink.  
The grid can be sorted and/or 
exported to Excel.  When 
more than 10 work orders are 
available users can page 
through the results.  Click on 
any of the time frame options 
(Next 60 days, Previous 3 
Months, Previous 6 Months, 
etc.) to refresh the grid with 
relevant work order 
information.   

 

By default, all inspections 
completed in the past 2 years 
for the location.  To view the 
inspection form, click on the 
Inspection Date hyperlink. 

 

The active Square Footage for 
the location. 

 

Resource Detail 
The Resource Detail page will display different sections of information based on whether 
the Resource is a Sub-contractor or a Self-Perform crew. 

Sub-Contractor Detail  

SECTION DESCRIPTION 
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Provides basic 
Contractor 
information such as 
Name, basic 
contact 
information, and 
the types of work 
the Contractor 
performs. 

 

Additional phone 
numbers on file for 
the contractor. 

 

Basic compliance 
information 
including status of 
Compliance 
Certification, GL 
Insurance, 
Subcontractor 
Agreement and 
Workers 
Compensation 
Insurance. 

 

Basic status 
information of 
overall compliance 
and various system 
“holds”. 

 

Compliance 
Warning – 
Contractor on 
warning for non-
compliance with 
the items in the 
Compliance 
section.  30 days on 
warning results in 
“Compliance Do 
Not Use” status. 

Compliance Do Not 
Use – 

Contractor cannot 
be assigned to 
additional services 
until vendor is 
Compliant with the 
items in the 
Compliance 
section. 
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Do Not Use – 
Contractor cannot 
be assigned to 
additional services 
for operational 
reasons. 

Do Not Pay – 
Contractor payment 
hold for operational 
reasons. 

Legal Do Not Pay – 
Contractor payment 
hold for legal 
reasons. 

At Capacity – 
Contractor flagged 
as At Capacity 
meaning the 
contractor can take 
on no additional 
services due to 
capacity 
constraints. 

Volume Discount – 
Status of 
participation in the 
USM volume 
discount program. 

 

By default, a list of 
the contractor’s 
currently active 
assignments.  To 
view the relevant 
Site Detail, click 
the Site # 
hyperlink.  The user 
can sort and/or 
export the grid 
contents to Excel.  
Users may also 
expand the grid to 
all assignments 
active AND 
inactive over the 
past 12 months by 
clicking “Previous 
12 Months”.  When 
more than 10 
assignments appear 
in the grid the user 
will have the ability 
to page through the 
results. 
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By default, all work 
orders scheduled 
for the contractor 
over the next 30 
days.  To view the 
Work Order Detail, 
click the USM WO 
# hyperlink.  To 
view the Site 
Detail, click on the 
Site # hyperlink.  
The grid can be 
sorted and/or 
exported to Excel.  
When more than 10 
work orders are 
available users can 
page through the 
results.  Click on 
any of the time 
frame options (Next 
60 days, Previous 3 
Months, Previous 6 
Months, etc.) to 
refresh the grid 
with relevant work 
order information.   

 

A list of the 
contractor’s current 
employee list in the 
National Accounts 
System. 

 

Self-Perform Detail  

SECTION DESCRIPTION 

 

Provides basic Crew 
information such as 
Crew Name, Size, 
Crew Leader and 
Address.   

 

By default, a list of the 
crew’s currently active 
assignments.  To view 
the relevant Site Detail, 
click the Site # 
hyperlink.  The user 
can sort and/or export 
the grid contents to 
Excel.  Users may also 
expand the grid to all 
assignments active 
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AND inactive over the 
past 12 months by 
clicking “Previous 12 
Months”.  When more 
than 10 assignments 
appear in the grid the 
user will have the 
ability to page through 
the results. 

 

By default, all work 
orders scheduled for 
the crew over the next 
30 days.  To view the 
Work Order Detail, 
click the USM WO # 
hyperlink.  To view the 
Site Detail, click on the 
Site # hyperlink.  The 
grid can be sorted 
and/or exported to 
Excel.  When more 
than 10 work orders are 
available users can 
page through the 
results.  Click on any 
of the time frame 
options (Next 60 days, 
Previous 3 Months, 
Previous 6 Months, 
etc.) to refresh the grid 
with relevant work 
order information.   

 

A list of the crew’s 
current employee list in 
the National Accounts 
System. 

 

Work Order Detail 
The table below provides a description of each section of information visible on the Work 
Order Detail page. 

SECTION DESCRIPTION 

 

At the top of the 
page below the 
header, a 
hyperlink provides 
the ability to print 
the physical work 
order relevant to 
the work.  Users 
can retrieve the 
document from the 
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“Retrieve Reports” 
page. 

 

Provides basic site 
information such 
as account, 
address, and basic 
contact 
information.  The 
“Svc Line” field 
will also provide 
more information 
on the lines of 
service applicable 
to the site. 

 

Basic work order 
information such 
as the service type, 
service date, 
description of 
service, assigned 
resource and 
service status.  To 
view the Resource 
Detail, click on the 
Resource Name 
hyperlink. 

 

All comments 
associated with the 
work order. 

 

If the work order 
is linked to other 
work orders 
(examples include 
large projects 
involving multiple 
vendors, recall 
work, etc.), related 
work orders 
information will 
display with the 
option to view the 
Work Order Detail 
page associated 
with each related 
work order. 

 

IVR check in and 
out information 
relevant to the 
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work order. 

 

Any assets 
serviced as part of 
the work order. 

 

Any inspection 
forms linked 
directly to the 
work order. 
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Reporting  
 
Four types of reporting are available on the Field QC Portal:  Visit Compliance, Inspection Data, 
Inspection Submission and Scheduler Service Detail.  Reporting on the portal follows a 
request/retrieve process where the end user supplies parameters for the report, submits the 
request, and then retrieves the completed report output.  This allows the user to continue working 
in the portal or move on to other activities while report requests are processed on the server side 
and retrieve the output at their convenience. 
 
All output is generated to Excel which allows the end user to manually customize the format as 
necessary. 
 

Visit Compliance 
 
The Visit Compliance report offers a comparison of the number of contracted visits by account by 
inspection type versus the number of actual visits based on quantity of submitted inspection 
forms.  The baseline of contracted visits by account by inspection type must be defined in the 
National Accounts System. 
 

Defining Contracted Visits 
 
The contracted number of visits by inspection type and location can be defined in the National 
Accounts System using the Field Inspection Visit Windows form. 
 
On initial load, the visit windows form will display a set of search parameters and an empty grid.  
The grid will be empty because no visit requirements have been added to the system yet. 
 
To add a new visit requirement, right click on the grid and choose “Add” from the context menu. 
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On Add, you will see the Field Inspection Visit Window Maintenance screen.   This screen allows 
the user to select one or more store locations and define the inspection type and frequency of 
inspection required for the selected locations. 
 

 
 
 
If no National Account was chosen on the preceding selection screen, the National Account 
dropdown will be enabled and will require the user to select an account.  Once an account is 
selected, right click on the store location grid and choose the option to “Load Grid” from the 
context menu.  This will populate the store location grid with all active store locations for the 
National Account selected. 
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Now that you have a list of locations for the account, you can choose the subset of locations for 
which this visit requirement applies a number of different ways: 
 

� Click the “Sel” checkbox next to the individual store locations 
� With your mouse positioned over the grid contents, right click and mouse to the “Select” 

sub menu: 
o Choose “All” if you would like to select All store locations in the grid 
o Choose “All in State of State” if you would like to select all store locations in the 

same state as the store record underneath your mouse pointer.  For example, if I 
right-click on the grid over a store located in Arkansas, I will see an option for 
selecting “All in State AR” which will select all locations in Arkansas. 

o Choose “All in Region Region” if you would like to select all store locations in the 
same customer region as the store record underneath your mouse pointer. 

o Choose “All in District District” if you would like to select all store locations in the 
same customer district as the store record underneath your mouse pointer. 

o Choose “All in RDO RDO” if you would like to select all store locations in the 
same customer RDO (another option for grouping store locations, similar to 
Region and District) as the store record underneath your mouse pointer. 

o Choose “All in Program Type Program Type” if you would like to select all store 
locations in the same customer Program Type as the store record underneath 
your mouse pointer. 

 
Note that if customer-specific store groupings (i.e. Region, District, RDO and Program Type) are 
not in use for a particular National Account, these selection options will be disabled. 
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The same options exist to Unselect store locations under the Unselect submenu of the store 
location grid context menu. 
 
Once you have selected the locations relevant to the visit requirement, you will need to define a 
frequency of visit and the type of inspection required.   
 

 
 
The frequency of visitation can be defined as Recurring or Custom.  An example of a recurring 
visitation requirement might be:  2 janitorial inspection visits per quarter according to the contract.  
An example of a custom visitation requirement might be:  1 visit between now and June 1 in order 
to price locations for Business Development.   
 
Options for a Recurring visitation frequency include:  Monthly, Quarterly and Annually.  If 
Recurring is chosen as the Visit Frequency, the user must select Monthly, Quarterly or Annually. 
 
If Custom is chosen as the Visit Frequency, the user must define a start and end date for the visit 
window. 
 
A visit volume of 1 or more is required.   
 
The Inspection Type identifies the type of inspection required.  Available inspection types include:  
Janitorial, Janitorial Workplace Inspection, Land-Lot, Snow Event, Electrical-Lighting, Retrofit, 
Asset, and Exterior Assessment.  The user must choose the type of inspection as part of the 
visitation requirement. 
 
The visit requirement description allows the user to provide a free text description of the visitation 
requirement.  For example, if the visit requirement is a Janitorial Inspection but the reason we are 
setting up the visitation requirement is to specifically address/inspect “problem stores”, a visit 
requirement description might be something like “Targeted inspection of problem store locations”.  
The purpose is to provide a context to understand the reason for the inspection requirement. 
 
In the following completed example, we’ve established that an exterior assessment must be 
performed for each Walmart location in the state of Arkansas between 5/4/2010 and 6/1/2010.  
The purpose is to meet with the vendor and review both the protocol and scope of work. 
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Once you have completed definition of your inspection visit requirement, click the Save button.  If 
any required fields are empty, you will be prompted to supply the data prior to proceeding. 
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Back in the selection form, you can choose to exit the form completely or make additional 
changes to an account’s visitation requirements.   If you choose to make additional changes or 
review existing visitation requirements, you will be required to supply one of the following sets of 
search parameters: 
 

� National Account 
� Inspection Type and Frequency 

 
Once you have supplied search parameters, right click on the grid and select Load Grid.  The 
visitation requirement grid will load with all visit windows meeting your supplied criteria.  In the 
example below, we’ve loaded all existing visitation requirements for the Walmart account. 
 

 
 
The user now has the option of several items on the grid context menu: 
 

� Add  – Add a new visitation requirement. 
� Modify  – Modify an existing visitation requirement. 
� Delete  – Delete an existing visitation requirement. 
� Delete All Visit Requirement Dsc  – Allows the user to delete all visitation requirements 

with the same visit requirement description as the record selected.  Let’s say we are 
required to perform an exterior assessment for all Walmart locations, but the deadline to 
perform the assessment varies by Walmart region.  In this scenario we would set up a 
visit requirement for each Walmart region with the applicable deadline to complete the 
visits, entering the same visit requirement description for each.  If it was then 
communicated that the visitation requirement would be extended by 6 months and the 
same deadline for all locations across the account, we could then choose this option to 
delete all existing visit requirements related to this initiative and create one new 
consolidated requirement for the account. 

� Export to Excel  – exports the current grid contents to an Excel spreadsheet 
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Visit Compliance Report Parameters 
 
Once visit requirements have been defined in the National Accounts System, users can run 
reports using the Field QC Web Portal on how well USM is meeting these visit requirements.  The 
Visit Compliance report provided on the Field QC Web Portal allows users to select from a 
number of report parameters and returns the relevant visitation requirements versus the number 
of related inspection forms submitted to the system.   
 
Available report parameters on the Visit Compliance report are as follows: 
 

� National Account  – the customer account identified for the visitation requirement 
� Site – optional parameter.  Allows the user to select a specific store location identified for 

the visitation requirement 
� Region – optional parameter.  Allows the user to identify a USM Region relevant to the 

visitation requirement.  To establish USM Regions, see Appendix A, Creating USM 
Regions. 

� Inspection Type  – the type of inspection associated with the visitation requirement 
� Frequency – the frequency of the visitation requirement.  Options are Monthly, Quarterly, 

Annually or Custom.  
� Start Year/End Year  – range of years against which actual inspection data will be 

gathered for the report.  By default, the start and end year will default to the current year 
(i.e. any inspections submitted in the current calendar year). 

 

 
 
Clicking “Submit Report” will submit the report request to the report processor and display the 
following message and link to the report retrieval page: 
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Visit Compliance Report Output 
 
 
Clicking on the Reports Page link, will redirect the user to all completed report requests available 
for download. 
 

 
 
The Visit Compliance report generates an Excel Workbook with two tabs:  Summary, and Detail. 
 
Summary Tab: 
 
The summary tab provides a rolled up view at the percentage of visit compliance by store location 
and inspection type based on the visit requirements defined in the National Accounts System.  
Output columns are as follows: 
 

� National Account  – customer account of visit requirement 
� Site #  - site location number of visit requirement 
� Inspection Type  – type of inspection associated with visit requirement 
� Visit Window Start – start of visit requirement window 
� Visit Window End  – end of visit requirement window 
� Visit Requirement Description  – description of visit requirement 
� Expected  – expected volume of visits 
� Actual  – actual volume of visits based on submitted inspection forms 
� Compliance  - % compliance with visit requirements based on actual/estimated 

 
Detail Tab: 
 
The detail tab provides an itemized inventory of inspections submitted against the visit 
requirements defined in the National Accounts System.  Output columns are as follows: 
 

� National Account  – customer account of visit requirement 
� Site #  - site location number of visit requirement 
� Inspection Date  – date of inspection 
� City  – store location city 
� State  – store location state 
� Region  – customer region 
� District  – customer district 
� RDO – customer RDO 
� Program Type  – customer Program Type 
� Inspection Type  – type of inspection associated with visit requirement 
� Visit Window Dates  – visit requirement window 
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� Visit Requirement Description  - description of visit requirement 
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Inspection Data 
 
The Inspection Data report allows the user to extract inspection data from submitted inspection 
reports based on a variety of report parameters. 
 

Inspection Data Report Parameters 
 
The Inspection Data report provided on the Field QC Web Portal allows users to select from a 
number of report parameters and returns the relevant inspection data collected in the inspection 
forms to an Excel spreadsheet; allowing the end user to manually customize the output in Excel 
for the client where/when necessary.  
 
Available report parameters on the Inspection Data report are as follows: 
 

� National Account  – the customer account for which the inspection was performed 
� Site – optional parameter.  The store location for which the inspection was performed 
� Region – optional parameter.  Selecting a USM Region will return all inspections for 

store locations falling within the selected region.  To establish USM Regions, see 
Appendix A, Creating USM Regions. 

� Visit Start/Visit End – optional parameters to define a date range based on inspection 
date. 

� Submit Start/Submit End – optional parameters to define a date range based on 
submission date. 

� Inspection Type  – the type of inspection associated with the visitation requirement 
� Created By – optional parameter.  National Accounts System/Field QC Portal login id of 

user who created the inspection. 
 
 

 
 
For the following inspection types, selection of a National Account is required: 

• Janitorial 
• Land-Lot 
• Initial Exterior Assessment 
• Monthly Overnight 

 
Clicking “Submit Report” will submit the report request to the report processor and display the 
following message and link to the report retrieval page: 
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Inspection Data Report Output 
 
Clicking on the Reports Page link, will redirect the user to all completed report requests available 
for download. 
 

 
 
The Inspection Data report generates a one tab Excel workbook.  The format of the report is 
dependent on the inspection type selected in the report parameters. 
 
The following columns will be consistent across all inspection types: 
 

� Created By – National Accounts System/Field QC Portal login id of user who created the 
inspection. 

� National Account  – the customer account for which the inspection was performed 
� Site #  - site location number of visit requirement 
� Site State – state in which the site is located 
� Site City – city in which the site is located 
� SC Rep – USM WOM Rep assigned to site location 
� Attending Service – flag indicating whether the inspection was conducted during service 
� Visit Date  – date of inspection 
� Submit Date – date inspection report was submitted 
� InspectionGUID – Global Unique Identifier of inspection form 

 
The remaining columns will be specific to the form for that inspection type.  Each column heading 
will contain SectionName | InspectionQuestion , where SectionName is the name of the section 
on the inspection form and InspectionQuestion is the full question from the inspection form. 
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Inspection Submission Report 
 
The Inspection Submission Report provides a streamlined method of determining the 
volume of completed inspection forms by Account, date range, inspection type, etc.  The 
results include basic inspection header information (QC User, Date of Inspection, Type of 
Inspection, Location, etc.) without the overhead involved in providing every inspection 
form response and question relevant to the set of inspection forms. 

 
 

 
 

Scheduler Service Detail Report 
 
The Scheduler Service Detail report provides scheduled work order information from the 
National Accounts System with basic service information such as service date, status, 
assigned resource, etc. 
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Retrieve Reports 
 
The report retrieval page allows the user to download the output generated from reporting 
requests. 
 
The page displays the Request ID, the name of the report file to be generated, the date 
requested, the status of the request, the Selection parameters and an option to download the 
report if the report has completed. 
 
Users can only download reports that they have requested.   
 
If a report is still processing, the Status will display as Processing and no option will exist to 
Download the file. 
 
Clicking the “Refresh” button will refresh the grid with an updated status of pending reports. 
 
Clicking the “Download” link will launch the report in Excel.  Once a report is downloaded, it will 
be removed from the Report Retrieval page. 
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Appendix A 
 

Viewing Inspection Data in NAS 
 
Authorized National Accounts System users have the option to independently log into the Field 
QC Web Portal using their National Accounts System login ID and password.   
 
Alternately, if the authorized user is working in the National Accounts System and wishes to 
access the Field QC Web Portal, selecting the “Visit Field QC Portal” menu item from the Billing 
Maintenance � Field QC Portal sub menu will launch the web portal in the default browser 
window without requiring the user to login again.  
 

 
 
While working in the National Accounts System, users can view inspection forms related to a 
store location.  In any one of the following screens, if an inspection form has been submitted 
related to the store location displayed, the store number will display in blue underlined text.   

� Store Maintenance 
� Assign Work Order Code to Store Maintenance 
� Order Maintenance (WOM) 
 

 
Clicking on the store number on any of the above screens will launch the Visit History form, which 
consists of a grid of all submitted inspection forms related to the selected store location.   
The Visit History form grid contains the following data points: 
Inspection Date – date of inspection 
Type – type of inspection 
Description – field user supplied description of inspection 
Attending Service – Boolean indicator of whether the inspection was a service attendance 
Created By – login id of user who created the inspection form 
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Double clicking on a record in the grid will launch a read-only version of the inspection form in the 
user’s default browser: 
 

 
 
 
 
.  

Creating USM Regions 
 
Authorized National Accounts System users have the option to add or modify USM regions which 
can be used as a report parameter on the Inspection Data report available on the Field QC Web 
Portal.   
 
To add or modify regions, the user will need to navigate to the USM Region Selection form within NAS.  
(Billing Maintenance � USM Regions � Regions) 
 

 
 
The USM Region Selection form displays all USM Regions including the system generated ID 
number, the name of the region, and the information pertaining to who created the region and 
when.   
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Right clicking on the grid allows the user to Add, Modify or Delete a USM Region.
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To define a new region, the user is required to supply a region name and select the states which 
correspond to the region.  Any states which have already been assigned to a region will display 
with a red exclamation point, but selection is still allowed.  The purpose of this is to accommodate 
regions with overlapping states or definition of new regions for realignment or “what if” scenarios. 
 

 
 

Once the regions are defined they are immediately available as a report parameter on the Field 
QC Web Portal. 


