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LOGGING IN
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If you have logged in to Divisions’ 
Provider Portal before, you can enter the 
username you have already established.  If 
this is your first time, you will use the 
username you entered when you signed 
up online or through a Divisions email 
invitation.  (Your username is your email 
address.)  

This is the password you chose during 
the online set up. OR if you received an 
email invitation to the portal from our 
o�ce. 

If you forget your password, you can 
click on “Forgot Password” and the system will email you a link to reset your password. If at any time you 
wish to reset your password, you can find the link in the main menu once you log in.  Please note that for 
security purposes, Divisions does not have access to your password. 

Once you have entered your username and password, click “Log in.”
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DASHBOARD
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1 Main Navigation: Here you will find all links that will direct you throughout the site.  You can hide the menu 
by clicking the “X.”  You can return to the dashboard at anytime by clicking on “Dashboard.”

Quick Access Links: These four quick access boxes in the middle of your dashboard allow you to see some 
of the most important information.  

Alert Box: Here is where you’ll find any important messages to all Providers from Divisions.

Account Notification: If your account is on hold you will be notified. 

5 Star Ratings: Here is where you’ll find your overall rating.  After each completed service call, Divisions 
National Account team enter a rating from 1 to 5 stars.  Clicking on these stars will take you to your ratings 
details by job.  In the “Resources Section” under the main menu, you can find a full explanation of the guide-
lines for each star rating.

Immediate Attention: This box will show you the number of items that are most urgent and need to be 
addressed as soon as possible. (Examples include: Missed ETA, Invoice deadline is near, etc.) 

Available Jobs: This is where you can access the Job Board. If you are headquartered within 60 miles 
from the available job and if your company’s trade services match with the service needed in our data-
base, all emails associated with your company’s portal will receive an email when a job is posted to the 
Job Board.  This is where you can schedule all non-routine jobs and submit bids for proposals.

Upcoming Services: This box displays any service assigned to your company that has not been com-
pleted as of today’s date. You can also request to have your POs resent to your email. 

Compliance Issues: Here is where you’ll see any discrepencies identified by our customers or found 
during a site inspection that need to be fixed or completed. 
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Our records indicate this account is in a hold status.  Please contact your district manager or Accounts Payable for further information.



IMMEDIATE ATTENTION
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Here you will find a list of items that require an immediate resolution.  

These items could include:
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The “Action” column will tell you the steps to take to resolve the issue. 

missed ETAs
invoicing discrepancies
unresolved non-compliances  



AVAILABLE JOBS/JOB BOARD
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When you click on the “Available Jobs” box on the 
dashboard, the site will direct you to the Job Board.  
Here you will see a list of all available service cases 
and proposals in your area. Each job will list the 
location and distance from your o�ce, type of 
service needed, and job description.

The blue dot next to the available job indicates that 
the job hasn’t been viewed by anyone in your 
company.

If you do not wish to apply for this job, then click on 
the orange Decline button and the job will disappear 
from this list. If you change your mind, you can click 
on View Declined Jobs at the bottom of your screen 
to apply for the job.

Jobs will be grouped by location to make it easy to 
determine if multiple jobs are available at one 
location.

NOTE: If you are headquartered within 60 miles and 
have the same trade service listed in our system, you 
will be notified of these available jobs. 

At the bottom of the Job Board page, you’ll notice a list of hyperlinks: 

View Missed Jobs- Any jobs that another Provider got to first.

View Jobs Not Awarded- Jobs you applied for but were not awarded.

View Applications Pending- Proposals awaiting for approval.

View Declined Jobs- Jobs you declined. You can click on this link to 
view those jobs and apply for them if you change your mind. 

NOTE:  Every person at your company with a Provider Portal account 
will receive an email about an available job. By clicking on the provided 
link, you will be directed to the available job.

If you are using the Mobile App for the Job Board, you will also receive 
a pop up notification when a job is posted.
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Proposal (PRP): To bid on a job, click on the 
blue hyperlink.

1 Case (CAS): These operate on a first come 
first serve basis. To apply for this case, click 
on the blue hyperlink.  

2

If job is available and terms are accepted, a PO will be generated and sent to your company. Do not service prior to receiving PO.

Test Walmart: Mooresville, East Plaza Drive

Test Management Group: Eastgate Commons

Test Management Group: Bell Square - 1102 W Main St

CAS-123456-C1ZY88

CAS-456789-56ZY10

CAS-333333-9856OP

PRP-178888-00002

Plumbing; Fixed Price

Handyman; Hourly/Trip

Handyman; Fixed Price

Handyman; Hourly/Trip

44.8 miles

26.2 miles

12.2 miles

12.2 miles

Photos

Photos

Photos

Photos

Quote to resecure three banners on light poles that came loose during wind storm.

Repair the sump pump in the loading dock causing water to back up.

Quote to resecure three banners on light poles that came loose during wind storm.

Quote to replace bent “no skateboards” sign in front of Subway.

Straighten handicap parking sign at location marked on attached picture.

1
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AVAILABLE JOBS UPCOMING SERVICES INVOICES TO SUBMIT IN PROCESS INVOICES APPROVED INVOICES PAID INVOICES

Below are jobs that are within your service area for service types: Basic Clog, Tile Repair, Floor Drain, Toilet Install, Toilet Seat Install, Handyman, Plumbing

Decline

Decline

Decline

Decline



5page 

SUBMITTING PROPOSALS
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1 Scope of Work, Address, and Job Requirements: These fields will display information pertaining 
to the details of the job. 

You must check the box agreeing to the previous requirements.

Rate Details: You will enter in each line item of your proposal to reach the appropriate bid amount. 
Add additional items by clicking on the green plus sign, “Add a line item.”

5
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You must check the box agreeing to the final pricing details.

Click on Photos to view any job photos attached to this proposal.

When you’re ready to schedule, click on “Apply.”  The system will ask you to verify.  Click “Okay.” 
You will then receive an email notification that the proposal has been received in review.

If you do not want to apply for the job, you can click on “Decline.”  This will remove the job from 
the Job Board and into the “View Declined Jobs” section of the Job Board. If you change your 
mind, you can rescind your decline and apply for the job.
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APPLY DECLINE



SCHEDULING SERVICE CASES
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Scope of Work: This field will display specific job details.

Divisions Contact: All contact information for the individual who posted the job will be listed here. Please contact this person if you 
have any questions about the job.

Address, Job Requirements and Invoicing Instructions: These fields will display information pertaining to the details of the job. 

Photos: If photos are attached to this case, there will be a blue hyperlink to view any photos. 

Not-to-Exceed Amount and Rate Details: You will see the agreed upon Not-to-Exceed (NTE) amounts and Rate Details listed here. 
These rates do not reflect your company rates. When you accept the job, you’re accepting these rates as is.

Service Window: The drop down menu will display a list of dates and times.  Choose a date and time that you can arrive on site to 
complete the job.

5

You must check the box agreeing to standard requirements.

You must check the box agreeing to pricing.
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9 When you’re ready to schedule, click on “Apply.”  The system will ask you to verify.  Click “Okay” and the job has been scheduled. You 
will receive a follow-up email if the case has been awarded to you. Following that email, you will receive your PO letter via email and it 
will also be available in the “Upcoming Service” box.

If you do not want to apply for the job, you can click on “Decline.”  This will remove the job from the Job Board and into the “View 
Declined Jobs” section of the Job Board. If you change your mind, you can rescind your decline and apply for the job.
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Check in/out requirements

1. Technician must check in/out upon arrival and departure using the app on  your smart phone. 
2. Technician must contact Divisions Service Call team upon arrival and departure of service location. 
3. Technician must be equipped with a smart phone.
4. Provide before and after photos of completed job and emailed or uploaded through the app. 
5. Technician must provide detailed description of work completed, with breakdown of all quantities and the cost for materials to Divisions before leaving site.        
    Labor hours via check in/out times will be confirmed with the techinican prior to leaving site.  

All invoice details of time and material breakdowns must be provided to the Divisions representative at the time of completion for billing purposes before check out via 
app. Your invoice will then be automatically submitted for payment processing. 

Labor rates are based off of GPS check in / check out activity only. 



UPCOMING SERVICES
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When you click on “Upcoming Services,” the site will direct you to the list of upcoming services assigned 
to your company that need to be scheduled or are already scheduled but have not been completed as of 
today’s date.  
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If you misplace your PO, click on this orange button and the system will resend the PO letter to 
the email we have on file (not necessarily the portal user’s email). 

Under the column “Last Check In/Out” you will see the status of that particular job and what 
steps you need to take.

For example you may see the options:

Requires Additional Authorization
Requires Follow-up
Job Complete
On-Site

3

3

If the Due Date is RED, this means that the due date is expired and the job has still not been 
completed or check in/out was not used correctly and the system says you’re still on site.

Last check in/out



5 STAR RATINGS

10

Explanations will be provided for jobs rated four stars or below.  If an ETA is missed, the job will auto-
matically receive a one star rating and repost to the Job Board. 
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Divisions National Account Coordinators record a rating for each service call completed, which you can 
review by clicking on the stars on your dashboard.

Divisions uses Provider ratings to help us manage quality for our customers. If a Provider’s overall rating 
drops below three stars, we know that some sort of intervention is needed. To keep your overall rating 
relevant to your actual and current performance it is calculated by weighting the last 10 jobs completed 
at 50% of the overall score, and jobs from the previous 60 days as the remaining 50%.

PO123456

PO222222

PO565656

PO234567

PO345678

Test Customer Flush valve in women’s restroom 
broken

10/5/2017  3:26 PM

10/3/2017  12:09 PM

10/2/2017  6:02 PM

PO automatically canceled after missed ETA

Did not check in using the INPosition app

9/29/2017  2:58 PM

9/29/2017  11:00 AM

Urinal closest to the door is 
clogged

Test Old Navy

Test Walmart Sink in deli clogged

Test Walmart Floor drain in deli backed up

Needs new toilet in men’s 
room

Test Walgreens

PO Property Scope Completion Date Rating

RATING DETAILS



PROVIDER RATING SYSTEM
The Divisions team records a rating for each service call completed, determined from the following 
guidelines: 

Job confirmed as completed in a satisfactory status by customer

Show up on or before ETA and complete all steps/calls in the PO letter (Work Verification Model)

Provider was proactive in updating needs for parts or proposal within 48 hours

All work completed on first visit (if under the NTE)

No rescheduled or Missed ETAs

Excellent communication with technicians/o�ce throughout job life cycle
All IVR used correctly

Before and After pictures have been submitted for the work completed via InPosition App or emailed to 
Divisions Representative
All invoicing information and materials costs provided at time of check out call
Invoice was submitted within a 3-day window

Job confirmed as completed in a satisfactory status by customer
Show up on ETA and complete all steps in the PO letter (WVM)
Good communication with technicians/o�ce throughout job life cycle
Provider was proactive and updated us on need for parts or proposal within 72 hours
Checked in and out correctly
No missed ETAs
No more than one reschedule
Before and After pictures have been submitted for the work completed via InPosition App or emailed to 
Divisions Representative
Provider’s invoicing was submitted within a 7-day window

Partial completion of steps in the PO letter (WVM)
Job confirmed as completed in a satisfactory status by customer

Average level of communication throughout job life cycle
Check in and check out was not completed correctly on all trips
Missed ETA and/or more than one reschedule

Provider’s invoicing was submitted in 7 days or later
Proposal or parts information took longer than the 72 hours to obtain

No completion (or very little completion) of steps in PO letter (WVM)
Provider missed multiple ETAs and/or rescheduled more than once

Job not confirmed as completed as satisfactory status by customer; return/recall visit(s) required

Poor communication-Unable to get job updates, proposal information, or parts information in a timely manner
IVR was not used correctly
Unable to get the job completed in the time frame requested by our customer
Provider’s invoicing was submitted on or after the 7-day deadline

Job not confirmed as completed in a satisfactory status by customer; return/recall visit(s) required

Had to assign a new provider to get the job done
No check in or check out

No proposal or parts information was ever given, causing us to require an alternate provider

Poor communication-Unable to get job updates, proposal information, or parts information in a timely manner
No completion (or very little completion) of steps in PO letter (WVM)

11page 



ACCOUNT SETTINGS
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Under the “Account Settings” tab, you will see six more tabs regarding your personal account.

Summary: Your most up to date information will be listed here. Check marks indicate that we 
have the item listed on file as current and correct. If we don’t have it listed there will be a blue 
“add” button where you can fill in the desired information.

Contacts: Company Billing Information, your Accounts Receivable Contact, your Accounts 
Payable Contact and your Work Order Contact infomation should be filled out here.  You can 
update this information at any time.

Payment: Your payment preference can be chosen here.  You can select whether you prefer to 
be paid by paper check or by Direct Deposit.

Service Capabilities: This tab allows you to manage the trade services your o�er. You can add 
or remove as many service types as needed. You can also manage your service radius.  You are 
automatically set up at 60 miles, but you can change that to any number below 60 or up to 
120 miles.  

Insurance Information: This tab will show you what insurance Divisions has on file.  You may 
upload updated Certificate of Insurance, and other required documents directly on this page.

Divisions Info: Contact information for your Divisions Representative will be listed under this 
tab.

1
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1 2 3 4 5 6
Summary Contacts Payment Service Capabilities Insurance Information Divisions Info

To get most out of your experience with Divisions, make sure we always have the most up-to-date information for you.

I-9 Compliance

Certificate of Insurance

Contacts for dispatch and invoicing

Information for direct deposit of payment

On file

add



INVOICES
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You can click on any of these tabs to follow the progress of your invoices. 

When you go to the main menu and click on “Invoices,” the site will direct you to the invoices page.  This 
page is automatically defaulted to “Invoices to Submit.” You will notice the tabs across the screen that 
indicate each step of the invoicing process.  

Invoices to Submit: Work that has been completed but has not been invoiced.

In Process Invoices: Invoices that you have submitted and are now in Divisions’ hands for processing.

Approved Invoices:  Invoices that have successfully made it through Divisions’ review and are in line 
for payment (this is also where you’ll find Early Pay).

Paid Invoices: Shows a record of invoices that have been paid.

2

3

4

1

2 3 41

Print or Excel: Allows you to download the data being displayed.5

Notification: If we are missing Insurance or Worker’s Compensation or if these documents are about 
to expire, you will be notified on this page.  Please go to your Account Settings, click on Insurance 
Information and you will be able to upload these documents.  

6

5

AVAILABLE JOBS UPCOMING SERVICES INVOICES TO SUBMIT IN PROCESS INVOICES APPROVED INVOICES PAID INVOICES

6



CONTRACT INVOICES 
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To submit an invoice, navigate to the second tab, “Invoices to Submit.” Divisions has designed the portal 
so that contract invoices are easy for you to submit.  Invoices for contracted services will show up here 
automatically on the 25th of each month.
 
If there are contracts that are ready to be invoiced, the page will automatically default to display con-
tract invoices.  If there are no contracts to invoice, the page will automatically default to display service 
call invoices. Using the buttons provided, you have the option to display either recurring contract 
invoices, or service call invoices. 

To see your Contract POs, click on the button next to the word ‘Contract.’  1

To see your Service Call POs, click on the button next to the words ‘Service Calls.’  2

For each PO that has a completed work status, all you have to do is enter your company’s 
invoice number in the fields in the far left column.  

3

Use the filter fields to search your records.4

You can submit all of them or just some of them by filling in your invoice numbers, then clicking “Submit 
Contract Invoices.” After you’ve clicked “Submit Contract Invoices,” you will see a confirmation screen.  
Verify your work and click “Confirm Contract Invoice Submission” or “cancel” if you need to go back.  

1 2

3

4



SERVICE CALL INVOICES
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If there are no contract invoices, the page will automatically default to display the Service Call POs that 
are available to be billed. Invoices will be made available on this screen only AFTER the work has been 
confirmed as complete.  When use of the mobile app is required for service, the status will automatically 
be marked as “complete” when the technician has checked out using the mobile app. 

Find the service that you wish to bill and select it by clicking on the blue PO number on the far 
left.  

Don’t forget you can use the filter boxes to search for a specific PO or property.

1

2

1
2 2



SUBMITTING SERVICE CALL INVOICES
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Once you’ve clicked on the PO, you will see the invoice detail page.  Divisions has pre-populated as much of the 
service detail as possible.
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Invoice Number: Fill in your company’s invoice number.  This will allow you to match your online submittals 
with your company’s accounting system later.

Summary: Address any details from the job that need to be explained. 

Type: Choose Labor, Materials or Trip Charges from the drop down box. Labor and Trip may already by 
prepopulated if the job was scheduled through the Job Board.

Line Description: Enter a description of the type you have chosen.

Quantity: You will enter either units for materials, man hours for labor or trips for trip charges.  

Unit Price: Divisions has already prepopulated those fields with the rates that were accepted through the Job 
Board.

Extended Price: The system will total the final amounts for you.

Add Line: If you need to add more line items, click here and another row will appear.  Drop down options 
shown relate to service performed.

Warning: These warnings will be issued if NTE is exceeded, if the hours logged on the mobile app do not 
match or if the price billed is substantially di�erent than what was quoted. NOTE: NTEs are listed on your 
work order on the top right corner.

Attach File: Acceptable file attachments include site photographs, site work sheets, or completion forms.  A 
copy of your invoice is an unacceptable attachment.  You can attach files by clicking the “attach file” button. 
Click on “browse” and a browser window will pop up. Choose the file you want to attach and click “choose.”  

Save Draft: If you want to save your work and finish it later, just click the “save draft” button.  You invoice will 
remain as a draft in the ‘Invoices to Submit’ tab until you successfully submit your invoice.  

Submit Invoice: But if everything looks good and you are ready to submit, click “submit invoice” OR “Save 
and Notify Divisions.”  After you click “submit invoice,” you will be returned to the list of invoices available 
for submittal.  The invoice you submitted can now be found in the “in process invoices” section.



IN PROCESS INVOICES 
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When invoices are listed under this tab, it means the Divisions team is reviewing the invoice for accuracy.  
Things like pricing, supporting documentation, and rates are all verified by Divisions.  For a perfect 
invoice, it typically takes 3-5 business days before the invoice is moved to “approval” status.

Not Submitted: This means that an invoice is still waiting to be filled out and submitted.

Draft: An invoice has been started but it has not been sent to Divisions yet. 

Do Not Pay: This indicates a problem with the invoice, such as lack of a required completion form, 
a questionable charge, or insu�cient work description.  When an invoice is coded “Do Not Pay,” 
an email is automatically sent to you, which includes the specific problem code.  The invoice 
becomes available again to you under “Invoices to Submit” for correction and resubmittal.

Processing: The invoice is being reviewed.

On Hold: This particular invoice is on hold and cannot process for payment. Please contact the 
case owner to find out why this invoice is on hold.

1

1 Notice in the “Invoice Status Column” that there is a blue box with a question mark in it.  If you hover 
your mouse over it, you will see a list of the Invoice Status descriptions:

Last 
check in/out

status



APPROVED INVOICES 
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These are invoices that have been approved by Divisions for payment.  These records will stay in this queue until 
they are paid. This is also where you can select invoices for Early Payment. You may select one, all or none of these 
invoices for Early Pay.  Simply check the box next to the invoice, and then click “Submit Invoice for Early Pay.”  Look 
for the Early Pay guidelines listed at the top of the screen.  If you do not wish to select any invoices for Early Pay, 
the the invoices will automaically pay out with in the 45 invoice pay term.

 You can only submit for Early Pay once per day.

 You must be enrolled in Direct Deposit to select for Early Pay.

 Invoices submitted for Early Pay before 2PM eastern time will be processed for payment that same day and  
 paid the next bank business day. Invoices submitted after 2PM eastern time, will be paid within two bank  
 business days.

You will be notified if you have any invoices rated three stars or below.  If you have an invoice rated 
3.75 stars or below, you will not be able to select that invoice for early pay. 

1

If your insurance and W9 forms are expired, you will not be able to select for Early Pay and invoicing 
will be delayed. You will be notifed three times before these documents expire.

Please submit all updated insurance documents to ProviderSupport@divisionsinc.com.

UPCOMING SERVICES INVOICES TO SUBMIT IN PROCESS INVOICES APPROVED INVOICES PAID INVOICES

The following invoices are open and eligible for early payment.
If you would like to recieve early payment on any of these invoices check the box next to the invoice and then click “Submit Selected Invoices for Early Pay.”

The “Early Pay Amount” indicated will be the amount paid regardless of invoice date.

Please note that you can only submit invoices for Early Payment once per day. Invoices submitted before 2:00 PM EST on normal business days will be processed in the same day.

At least one of your invoices cannot be selected for early payment because the rating is too low. A job must be rated 3.75 or above to be eligible for Early Pay.

Invoice
#

Service
Date Service Description

Invoice
Date

Date
Received Rating

Invoice 
Amount

Early Pay 
AmountDiscountPO #

090 10/05/2017 10/06/2017 $1,199.88

$2,663.11

$330.23

3%

3%

3%

3%

3%

3%

$250.66

$1,809.59

$689.12

9/29/2017 10/02/2017

10/02/2017

10/08/2017

10/09/2017

10/10/2017

9/27/2017

10/06/2017

10/08/2017

10/08/2017

091

089

092

093

094

PO123895

PO125689

PO126879

PO126789

PO126889

PO126999

10/04/2017

9/28/2017

9/25/2017

10/05/2017

10/07/2017

10/07/2017

Sewer smell coming from men and women’s restrooms. 

Water heater replacement. Water heater that services restartants in center has stopped 
working and needs to be replaced.

Toilet flooded the restroom and hallway.

Emergency/toilet in women’s restroom clogged and flooded. Floor drain is backed up.

Emergency/three toilets in women’s restroom clogged

Floor drain in deli has clogged.

($35.99) $1,163.89

($79.89) $2,584.22

($9.90) $320.33

($7.51) $243.15

($54.28) $1,755.31

($20.67) $668.45

Print Excel



PAID INVOICES
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This tab shows a record of invoices that have been paid. 

45

The system defaults to displaying the last 45 days, but you can retrieve records for up to 365 
days. 

 Remember that you can use the Print or Excel feature to download the payment data for your 
own record keeping.  If you have more than one page, you can search through each page until 
you find the invoice you’re looking for.

1

2

2
1



MOBILE APP
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Before you can begin using Divisions’ Mobile App, you must first set up your company’s users.  You will 
find this under the Mobile App tab on the Main Menu.

Company ID: The first time you log in to the app, the system will ask you to enter your com-
pany ID.  

42

1

1

Add New Record: Here you can add as many users to the app as you want. You will add a 
name, username and then click “Insert.”

2

Username: Create a username for logging in each time you need to use the app. It can be as 
simple as your first name.

3

4 Edit, Reset Pin and Delete: Here is where you can modify your user information.  If you need to 
change or delete or if you need to reset your pin,  you can do so here.

Note: PIN numbers are set to 12345 until the technician resets it when they first log in.

3 Edit Reset Pin Delete



COMPLIANCE ISSUES

8

1

2

3

page 

A Non-Compliance event is typically created while Divisions’ Field Representatives are on site performing 
inspections of our Providers’ work.  If a discrepancy is found on site between what the Field Representa-
tive sees, and what the Provider should have executed during a scheduled service, Divisions considers 
the contract ‘out of compliance’ and expects that the vendor will remedy the situation as soon as pos-
sible.  

All Non-Compliance issues will be listed here. You will receive a notification via email to the address listed 
as the primary contact for your account. The notification will specify the expected time of completion. 
Typically non-urgent items are marked as “next service,” while urgent items will request a 48 hour resolu-
tion time.    

Urgency, Property and the Complete date are listed.

Click on the blue Non-Compliance number to view the issue.

If you cannot resolve this issue by the date specified, then this issue may be reassigned to 
another Provider.  

1

2
3



CLOSING COMPLIANCE ISSUES
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There are two ways to resolve a non-compliance. The preferred way is to use your smartphone to check 
in on site, capture completion photos, and check out. This will update Divisions’ system in real time. 

The alternative method is to take photographs while on site and upload them to the Provider Portal, 
specifiying your completion time and date. 

Divisions is obligated to our customers to ensure that the contract services they are paying for are com-
pleted fully. If a contract Provider does not meet this obligation, the issue could be assigned to a di�erent 
Provider to bring the property into compliance. If a second Provider is brought in to complete the work, 
the existing Provider will not be paid for the service.



NOTIFICATION EMAILS

PROPOSAL RECEIVED SERVICE CASE RECEIVED

CASE OR PROPOSAL DECLINED

page 7

Once you submit your proposal, you will recieve an 
email informing you it’s been received and in review. 

You will also receive an email if your bid has been declined or when a service case is no longer available 
because it was awarded to someone else.

If you have 3.5 stars or higher AND you are the 
first person to apply for a service case, you will 
receive an email that you have been awarded 
that case.

Proposal Received

You will be notified by our team if the customer accepts this proposal, at which time approved scope and NTE will be 
confirmed. 

receive
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