SJOBE STREAM
PART1—THE COMPUTER

Forthe office: owners, managers and supervisors

Version 2.14 — 2026-10-07 - This manual is updated as the app changes.
Check the version before you follow it.
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W hat this part is for

The computer side of Job Stream.

Job Stream has two sides. The phone and the computer.
Crew use the phone. They go live, take photos, and work jobs.

The office uses the computer. You set up sites. You make jobs. You add your people. You watch
what is happening right now.

This part covers the computer. It is called the console.

WHO THIS PART IS FOR

Owners, managers and supervisors. Crew do not use the computer side. If you are crew, go to
Part 2 instead.

What you nheed

e Acomputerwith aweb browser. Chrome, Safari or Edge all work.
¢ Youremailand password.

o Thatisall. Thereis nothing toinstall.



Get siched in

This takes one minute.

Open your browser.
Type admin.hydroxapp.comin the address bar. Press Enter.

Type your email.
Use the same email yourinvite came to.

Type your password.

Click| Signin |.

JOB STREAM

JOB STREAM
CONSOLE

PASSWORD

The sign-in screen. Your email goes in the top box.

1 do not have a password yet

It depends on what yourinvite email said.
If your email had alink, clickit. Pick a password. You are done.

If your email had aninvite code, do this instead:

n Onthe sign-inscreen, clickl Create one with yourinvite code |.

n Type your fullname.



Type your email. It must be the same email the invite came to.
Type yourinvite code. Copy it from the email so you do not make a typo.
Aphone numberis asked for, but you can skip it. It is only used to text you a sign-in code.

Pick apassword. It needs at least 8 letters or numbers.

Click | Signin |

~Jofo)afol

1 forgot my passworcl

CIick[ Forgot password? ]on the sign-in screen. We email you a code. Type the code and pick a
new password.

THE EMAIL DID NOT COME

Checkyourjunk or spam folder first. Most missing emails are there.

Ifitis not there, ask your managerto sendit again. If it stilldoes not come, your company's
email system may be blocking us. Email support@hydroxapp.com and we will help.

Make sigh-in safer

You canturnon asecond step. After your password, we text or email you a short code.

n Click . Itis at the bottom of the left menu, under You.

n Click [ Two-Factor Auth ]

H Type your password again.

W8 ciick[Tumon]

We remember your computer for 30 days. You will not be asked every day.



The mmenu cdovwn thhe left

Tenplacesto go,infourgroups. Here is what each one does.

O Home

= Announcements

B Preplanned POs

0 Sites&jobs

¥ Live

U Map

® Recordings
Photos
A Incidents

© Timesheet

R Members

Enable alerts
Light mode
Settings
Guide

Signout

The menu sits down the left. Click one to openiit.

YOUR BUTTONS MAY BE A DIFFERENT COLOUR

Job Stream uses your company's own colour and logo. The pictures here come from a
practice company, so the colours may not match yours.

The buttons sitin the same places either way.




MENU
ITEM

Home

Preplanned
POs

Sites & jobs

Members

Live

Map
Photos
Recordings
Incidents

Timesheet

WHAT IT DOES

What is happening right now, and what is waiting on you. This is the screen you land
on. Every number onit opens the place that number came from.

Purchase orders (POs) that have come in but have not gone out yet. Type the address
and the numbersin early. One press sends it out.

Make your work places. Make jobs at them. Put crew on ajob.

Your people, and the subcontractors you use. Add them, change theirrole, turn them
off.

Video from crew who are live right now.

A map with adot foreach crew member sharing their spot.

Every photo your crew took, with the time and place stamped oniit.
Video we saved from past streams.

Things that went wrong. You can build a claim package here.

Hours. You can save themto a spreadsheet.

Light or dark

The screen starts out dark. Some people find alight screen easier to read.

n Look at the bottom of the menu, under You.

Click| Light mode |.

The screen turnslight right away.

To go back, click inthe same spot.

This computerremembers your pick. It does not change anyone else's screen. Live video always

plays onadark screen.



O Home

< Announcements . SITES & JOoBS m COMPLETED \ ARCHIVE \ NEW SITE

PLAN

Find ajob, address or number...

E Preplanned POs

0 Sites & jobs

~ = Sterling Heights Site Topen - Ttotal
WATCH
o Live © 42.61000, -83.03000 - on-site within 200 ft . 75 Example Avenue, Anytown, MI 48000 MANAGE
00 Map
RECORDS ColeVargas
@® Recordings
& Photos New job name ‘ ’ mm/dd/yyyy [m} mm/dd/yyyy B

A _Incidante

The same screensin light mode.



Acicd your people

Everyone getsin by invite. Nobody can sign themselves up.

The four roles

Pick therole that matches the job the personreally does.
ROLE WHAT THEY CAN DO

Crew Works onsite. Goes live. Takes photos. Acceptsjobs. Uses the phone only.

Supervisor Everything crew can do. Plus: make sites and jobs, watch live video, see the map, invite
crew, and approve finished work. Sees everyone in the company, like a manager.

Manager Everything a supervisor can do. Caninvite anyone.

Co-owner Sharesevery company you own. Can do almost everything an owner can. Cannot make
new companies or delete one.

SUPERVISOR OR MANAGER?

A supervisor sees the jobs, hours and photos of the crew who report to them. Amanager sees
everyone's. Both can watch every live stream and every recording.

If you are not sure, pick supervisor. You can change it laterin one click.

Sendc an invite

Click[ Invite member ]

Itis at the top of the Members screen.

Type their email.
Check the spelling twice. Awrong letter means the invite goes nowhere.

Pick theirrole
from the list.

Click | Sendinvite |



INVITE TO YOUR COMPANY

EMAIL

newcrew@example.com

ROLE

Crew — works on site and streams fror v

CANCEL SEND INVITE

The invite box. Therole list says what each one can do.

You will see Invite sentin green. The person shows up in your Members list right away. Theirrow
says pending until they signin for the first time.

BAD EMAIL ADDRESSES

If an email bounces once, we stop sending to that address. We do this so our mail keeps
working for everyone else.

When that happens, the invite is refused right away and you are told. Fix the spelling and send
itagain.

T ake back an invite

Sentit to the wrong person? Find theirrow in Members, in the Invited group at the bottom. Click
[ Cancelinvite ] The code stops working.

How your people are srouped

Members has two tabs of its own: People and Subcontractors.
People puts everyonein groups. Click a group name to open or closeiit.

 Management holds your own managers and supervisors.

e Thenone group for each subcontractor you work with.



o Field crew holds your crew who are not with a subcontractor,

e Invitedislast. |t holds people youinvited who have not made theiraccount yet. Each row says
the job they were invited for and whether the email got there.

The grey words on a subcontractor say how many people it has, and who can send them out.

Put the groups in the orderyou like. Ona computer, drag a group by the handle atits left. Or click
the handle and press the up ordown arrow key. The orderis yours alone. Other people keep their
own.

To add one, open the Subcontractors tab. Type aname under Add a subcontractor. Click
Create team ‘ Then put people onit with on theirown row.

Onthat tab,| Move up |and| Move down | put a subcontractor where you want it. That order shows
everywhere subcontractors are listed, on a phone too.

Change what someone can do

Find theirrowin Members. Click. A card opens with everything about that person: their
role, who they report to, their subcontractor and their map colour. Change what you need. Each
change happens atonce.

The rowitself only tel/lsyou things. It shows theirrole, who they report to and their team under their
name, and it says what is happening to themright now — asked to go live, live now, sharing their
spot, orreporting to nobody.

Turn someone off

Click ontheirrow, then at the bottom of the card. They can no longer signin

or share their spot. Their old photos, video and hours all stay. Nothing is lost.

Send someone ca new password

Click , then| Send password link ] They get an email with alink to pick a new one, and they
are signed out everywhere straight away. The link lasts 14 days.

Managers can do this for supervisors and crew. Supervisors can do it forany crew member.
Nobody can do it forsomeone at theirown level.



What your new person gets

Two kinds of email go out. Know which one so you can help.

YOU INVITED THEY GET THEY SHOULD

A...

Crew, supervisor or Anemailwithan Get the app, oruse the browser. Make an account
manager invite code with that code.

Co-owner An email with alink Click thelink. Pick a password. Signin at

admin.hydroxapp.com.

Both emails come from us, not from your own email account.

TELL THEM TO CHECK JUNK MAIL

Thisis the number one reason aninvite "never came”. Say it when you send the invite and you
will save yourself a phone call.



Preplanned POs

Type the address in before the phonerings.

Work comesin all week. A purchase orderlands in your email. The job starts later.

Typeitin now, while you are sitting down. Then on the day it goes out, dispatch picks a row.
Nobody types an address with somebody waiting on the phone.

You needto be a supervisor or higherto add one or send one out.

Type one in

Click thel Preplanned POs ltab.
Itisthe first tab.

Click[ New purchase order ]

Type ajob name.
Thisis the only box you must fill in.

Type the street address.
Then click . Apindrops onthe map. Dragit to the exact spot.

Type your numbers.
There are three boxes. One is the purchase order. Oneis the work order. One is the order
request. Fillinthe onesyou have. Leave the rest empty.

Tick who goes.
You cantick one person, or awhole team. You can also leave it empty and pick people later.

Setthe alarm time.

E 0 OB aDN A

It starts at 60 minutes, or at whateveryou used last time. Leave it empty forno alarm.

CIick| Save purchase order |.




Rooftop unit — new build

Willow Run Interceptor Sewer Rehabilitation — Phase 2

Boiler swap

Order 4480 Work order 88240 nobody yet MANAGE
n - no pin yet — the arrival alarm cannot be set

Order 4471 Work order B8213 Request R-1902 nobody yet MANAGE
), MI 101010,

Order 4472 2 people MANAGE

Each waiting row shows the job name, the address, the numbers, and who goes.

Every row has one button, . The carditopens hasat the top, underit,

and[ Delete this purchase order ]alone at the bottom.

Locicd a whole list at once

Got alot of them? Put themin a spreadsheet andload them allin one go.

=

CIick| Download the template |
Itis alink underthe title of this tab. You get an Excel file.

Put one job oneachrow.
Row 1has the names of the boxes: Job name, Purchase order #, Work order #, Order
request #, and Address. Row 2 is an example. Delete it, orleave it. Aleft example is skipped.

Put the whole address in the one Address box.
Forexample: 123 Main St, Anytown, Ml.

Save the file.
Then click| upload the sheet |and pick your file.

Read thellist.
Nothingis saved yet. You see every row. It says which rows got a map pin, which did not, and
which were left out and why.

Check the alarm time.
One boxsetsit forevery row.

CIick[ Load 3 purchase orders ]
The numberis how many rows will goin. They show up in this tab.




UPLOAD PURCHASE ORDERS

1leftout,

Row 2 . Pole swap — Main St

left out: the example row from the
template

Row 3 - 4700001101

Row 4 - Pole swap — Oakwood

Row 5 - Service drop
no pin — two towns have this address:
Clarkston and Memphis

ALARM IF THE CREW IS NOT THERE WITHIN (MINUTES) — FOR EVERY ROW

60

CANCEL LOAD 3 PURCHASE ORDERS

Every rowis shown before anythingis saved. Rows left out say why.

GOOD TO KNOW

The job name can be the purchase order number. Job Stream adds the street toit. Then two
jobs with one number still look different.

If the job name and the purchase order are two different numbers, that row s left out. Check
which oneisright, thenload it again.

Loading the same sheet twice is safe. Arow that is already here is left out.

If the map is not sure where an addressiis, the row stillgoesin. It says no pinyet. Click
Manage ] then[ Edit ] to drop the pinyourself.

Your own spreadsheet works too, if its columns have names like Job name, PO #, Address,
Street or City. Excel files (.xIsx) and .csv files both work. Save an old .xls file as .xIsx first.



A SAVED ROW SHOWS NOWHERE YET

This surprises people, soreadit twice. Anew row just sits and waits.

Itis not onthe map. Itis notin any crew member's site list. Itis notin the box you pick a place
from whenyou ask someone to go live.

Nothing goes out until you press . Thatis onpurpose. Paperworkis not a work
placeyet.

Two screens do show it. This tab, and a Purchase orders screen on amanager's phone.

Send it out

Do this onthe day the work really goes out.

n Find the row.

The search box finds ajob name, an address, or any of the three numbers.

n Click ontherow, then .

H Read the box that pops up.

It names the job and each person who will be told. CIick againto go.

That one press does four things:

Opensajob atthataddress.
Puts the crew you ticked on that job. Their phone buzzes once, not twice.

Tells each personto head there and go live. Each one gets theirown clock, because they all
start from different places.

Turns the addressinto areal site, so it shows on the map.

When a person goes live from that alert, theirjob starts by itself. They do not have to tap Accept.
Theirjob clock starts then.

That last stepis the one that counts. If anything breaks before it, the row stays right here and the
button stillworks. Press it again.

THE ROW LEAVES THIS TAB

Thatis meant to happen. Work that has gone out is not work that is waiting.

Lookinthe| Sites & jobs |tabinstead. The address is a site there now, with the new job underit.
Itisonthe| Map |too, and on the phone of everyone you put oniit.




Where your numbers show up

We print them wherever that work shows up. They read like this: PO 4471 - WO 88213 - PRR-1902.

Onthe siterowin| Sites & jobs |.

Oneveryjob row underit.

Onthe same rows onthe | Completed andtabs.

Onthe customer package, with the words spelled out in full.

The message that buzzes the crew member's phone is shorter. It carries the purchase order
number and the job name, and nothing else.

Anumberyou left blankis not printed at all. A site that never came from a purchase orderlooks
exactly the way it always did.

THINGS THAT CAN STOP YOU
You need somebody to pick. Crew, supervisors and managers canallgo onajob. If nobody
isonthelistyet, it says so. You can still save the row and send it out.

Somebody who has left gets dropped. We tell you on screen. We give theirname when we
stillhave it,and how many otherwise. Take them off the row, orinvite them again from

[Members |

No pin means no alarm. The row says so inamber. We will not set an alarm that can neverring.
Pressing twice is safe. The same job cannot open two times.

One person may miss the message. Therest still go. The screen tells you who missed it, so

you can send it again from .




NMcike a site

Asiteis aplace youwork. Do this before you make jobs.

A site needs aname and a pinonthe map. The pinis the important part. Itis how we know whether
someoneisreally at the job.

n Click the| Sites & jobs |tab.
E Click[ Newsite ]

H Type a site name.
Use aname your crew will know. "Elm St Tower" beats "Site 4".

n Type the street address.
Then cIick. A pindrops onthe map.

B Check the pin.

Dragit tothe exact spotifitis off. You can also click the map. CIickat the top of
the map to see a photo from above. It helps you find the right pole or building. CIickto
go back.

n Set the on-site radius.
Thisis a circle around the pin, infeet. 500 feetis a good start.

Click [ Savessite .



NEW SITE
SITE NAME
North Yard
ADDRESS
Sterling Heights, MI, USA
ON-SITE RADIUS (FEET)

500

HEADS-UP DISTANCE (MILES) — OPTIONAL

Map

Satellite

&
= Leaflet | © AWS, HERE

Dragthe pinto the exact spot. The addressis only alabel. The pinis the truth.

wWhat thhe radius cloes

Two things happen with that circle.

e Work doneinside the circle counts as on-site hours. You will see a check mark on the
timesheet.

e If someone goeslive outside the circle, the person theyreport to gets an alert.

DO NOT MAKE THE CIRCLE TOO SMALL

Phone locationis not perfect. It can be off by 30 to 100 feet onits own.

A small circle will say someone is off-site while they stand on the job. Start at 500 feet. Make
it bigger foralarge yard, not smaller.

A site withh no pin

A site without a pin still works. But on-site hours and off-site alerts are both switched off forit. The

site row will say so. Click onthe site row, then .



T he thhree Tabs

Sites & jobs |has three tabs across the top. Asite sits onthe tabitsjobs are on, and moves with
them.

SITES & JOBS OPEN | COMPLETED | ARCHIVE NEW SITE
Open, Completed, Archive. Sites move between them as theirjobs finish.

TAB WHAT IS ONIT

Open Work still being done. A new site starts here.

Completed Jobssentinforreview, andjobsyouapproved. The tab pulses while a job waits forreview.

Archive Work filed away. Jobs come here only when someone archives them. Nothingis deleted.
Reopenajob andits site comes straight back.

When every job at a siteis sentin or approved, the site moves to Completed. When every job atitis
filed, the site moves to Archive. A site with no jobs at all sits on Archive too, unless you keep it on
Open.

Find a job

Type inthe boxunder the Sites & jobs title. You can type a purchase ordernumber, an address, a
town, ajob name oraperson’'s name. The list shows only what matches.

Clearthe box to see everything again.

ListT jobs by purchase orcler

One purchase order can cover many addresses. You may want one line foreachjob, not abox for
eachsite.

Click[ By purchase order ] next to the search box. Each job gets oneline. The line starts with the

purchase ordernumber. Thenit gives the street and the town. The lines go in number order. Jobs
with no number go last.

Click to go back. This computer remembers your pick.

The two buttons show only once a site that went out has a purchase order number.

Asite's own buttons are still there. Click onajob, then .



m COMPLETED
BY SITE BY PURCHASE ORDER

4700100200 - 6500 Sample Mile Rd, Warren

® live now

4700100200 - 28800 Example Dr, Warren

Nobody onit

4700100355 - Maple and Example, Roseville

4700100501 - 900 Sample Ave, Algonac

By purchase order: one line foreach job, innumber order.

Keep a site on Open

ARCHIVE NEW SITE

MANAGE

MANAGE

MANAGE

MANAGE

Some sites you go back to every week. Keep those on Open so they never move.

Click| Manage |on the site row, then[ Keep on Open | The site's bar shows a pinned chip. A site you
make with| New site [starts pinned. A site that camein as a purchase order does not.

Toletit move again, clickl Manage ‘ then I Unpin ‘

Archive old jobs at once

Jobs never move to the Archive by themselves. You choose when.

Click the| Completed |tab.

Click[ Auto Archive ]

Type how many days old.

It starts at 30. The days count from when each job was approved. Type O for every approved

job.

Read the count.
It tells you how many approved jobs will move.

Click the button that says how many.

Forexample,[ Archive 18 jobs ]




It only moves approved jobs. Work that is still open, or waiting forreview, stays put. Nothingiis
deleted. Supervisors and managers can useit.

AUTO ARCHIVE

OLDER THAN (DAYS)

30

Type the days. The box tells you how many jobs will move before anything moves.

Keep a job out of Auto Archive

Click onthejob. Then tick Skip Auto Archive. The job's row shows skips auto archive,
and Auto Archive leavesit alone.

You can still archive that job by hand. Use its own button.



NMake a job

Ajobisone piece of work at a site.

Think of ajob as awork order. "Replace the roof unit.
jobs.

Third floorrough-in." A site can have many

Go to| Sites & jobs |.

Find your site.
Itsjobs sitright underit.

Type the job name
inthe box at the bottom of the list.

Add dates if you want them.
Two date boxes sit next to the name. Both are optional. Leave them blank and the job stays
undated.

Click| Add job |.
~ = Sterling Heights Site 1 open - 1 total

© 42.61000, -83.03000 - on-site within 200 ft - 75 Example Avenue, Anytown, MI 48000 MANAGE

Pole Down
Cole Vargas

MANAGE

New job name mm/dd/yyyy mm/dd/yyyy ADD JOB

Jobs situnder their site. The grey bar shows how many are open.

What a job row tells you

Ajobrowis areport. It has one button, . Everything you cando to thejobisinside the card
that button opens.

The row itself says:

¢ Whoisonit,and whethereach personisworking, paused or not started.
¢ Nobodyonit, whenthejob hasnocrewyet.
¢ Live now, withnames, when someone s streaming at that site.



* Needs attention, when a crew member there has asked for help.
* Itsstate: open, waiting for review ordone. Its dates and its subcontractor too, if it has them.

The Manage carcd on a job

Click ontherow. Not every job shows every button. Some change theirwords as the job
moves along.

BUTTON

Review work

WHAT IT DOES

Shows up at the top when crew send the job in. Approve it or send it back.

Crew Choose whoworks on this job.

Add pictures Put pictures onthe job that the crew texted or emailed to you. The steps arein
Photos. Supervisors and managers have it.

Package Builds a proof-of-work file you can show a customer. It reads Review package
oncethejobisdone.

Dates and A start date, an end date, and which subcontractorruns the job. All three are

subcontractor optional. CIickaftera change.

Mark done Closes the job by hand. It reads Reopen on ajob you already closed.

Archive Hides an old job from thelist. Nothingis lost.

Skip Auto Archive Atick box. Auto Archive leaves this job alone. Its own Archive button still works.

Manage site Opens the card forthe job's site. That is where you change its pin, keep it on

Delete this job

Open, ordeleteit.

Takes the job away for good. It sits alone at the bottom of the card. Managers
and owners only.

Approved jobs stay on| Completed |until someone archives them. To put many away at once, use
[ Auto Archive ]on the Completed tab.

Give a job to a subcontractor

You can hand ajob to anothercompany. Their own boss then picks who goes.

1. Click onthejob row.
2.Under Dates and subcontractor, pick the company from the list.



3. Click| Save |.

Their supervisors get an alert, and the job shows theirname. Every supervisor can still see it and
help staff it.

Leave it set to — anyone — and the job works the way it always has.

WHO CAN HAND OUT A JOB~?

Managers and owners. A supervisor cannot.

ARCHIVE AND DELETE ARE NOT ALIKE

Both are on the Manage card. Delete sits alone at the bottom, underaline, soitis hard to
press by mistake. Still, know the difference.

Archive keeps every part of the job. The hours stay. The photos stay. The customer package
stays.

Delete takes the job away for good. There is no way back.

Whenin doubt, archive. That is the safe one.

Delete a job

Useitonajob somebody made by mistake. Little else.

DELETE HAS NO UNDO

The job goes for good. Its name, its dates and its crew list go withit.

There is no bin to fish it back out of. We cannot bring it back foryou.

To clearanoldjob off the list, use .

Only managers and owners can delete a job. A supervisor cannot.

A supervisor does not see the button atall. Itisnot greyed out. Itis simply not onthe card. Ask a
managerinstead.

n Find the job

in| Sites & jobs .Oronthetab,ifyou putitaway.

Click | Manage |, then| Delete this job |.
Itis alone at the bottom of the card.




B Read the box.

It names the job.

n Click| Deletejob |.

There isnothing to type. That pressis final.

What stops a delete

We only let you delete an empty job. If the job holds work, we say no and tell you why.

WHAT THE BOX STARTS WITH WHAT TO DO
STOPSIT

Timeontheclock "Thisjobhas42minutesonthejobclock(see  Archiveit. Those hours are pay,

Timesheet, set Period to All time)." and they live nowhere else.
Photos "This job has 3 photos (see Photos)." Archiveit. The photos stay with
thejob.
Video "This job has video (see the job's Work Archive it. Video still goingup
package)." counts too.

The box says more than that firstline. It tells you the work is copied nowhere else, and that the
archive keeps it readable for ever. If two of these apply, it names both.

The clock starts the moment a crew member accepts the job. No camerahas to come on. Soajob
somebody tapped by mistake can still hold time. Going live when you asked them to at that site
acceptsthejob too.

A site will not cdelete whiile it has jobs

This comes up alot now. Every purchase order you send out makes a job.

Click onasiterow, then[ Delete this site ] andyou may get this back:

"2 jobs still at this site. Archive them first — archived jobs stay readable, and crew stop being
asked to acceptthem."

The phone saysit shorter, in a box titled Couldn't delete.



FINISHING A JOBEB DOES NOT UNBEBLOCK THE SITE

Only archiving does. A job marked done still blocks. So does one waiting for review.

The grey bar counts openjobs, soit canread O open while a finished job is still holding the
site. Read the total and archived countsinstead. They have to match.

Find the site

in| Sites & jobs |.
Click| Completed |.

The list starts on Open, which hides finished jobs — and those still block you.

Click oneveryjob listed, then .

Check the grey bar.
The archived count should now match the total.

Click on the site again, then| Delete this site |.
Thistime it goes.

Supervisors and managers can both archive. Amanager can delete an empty job instead, but
archivingis the one that always works.

WHY WE DO NOT DELETE THE JOBS WITH THE SITE
The jobs hold the hours, the photos and the customer package. Nothing else holds a copy.

Archiving keeps all of it. An archived job carries the site nameitself, so you can stillread it after
the siteis gone.

Anorphanjobisworse. It shows onno screenhere, and it goes on asking a crew member to
acceptit.




Put people on a job

This is what makes ajob show up onacrew member's phone.

n Find the job

inthe Sites & jobs tab.
E Click onitsrow, then .
n Pick aperson

from thelist. You can pick awhole teaminstead.

n Click | Add to job & notify |.

Their phone buzzes right away. The job shows up under My work.

CREW ON THIS JOB
POLE DOWN — STERLING HEIGHTS SITE

Cole Vargas

REMOVE

ADD A PERSON OR A WHOLE TEAM

Alpha Team (3)

Added — their phone has beentold.

ADD TO JOB & NOTIFY

Pick one person, orawhole team at once.

wWhat happens next

The crew member opens the job and taps
Accept this job
.Orthey golive whenyou ask them to at that site. That acceptsit too.

n Theirlocation starts being shared. They cannot switch it off while the job runs.



B They work. They can pause and start again as many times as they need.

n Whenitis done they go live, show the work, and tap
Sendin forreview

B You get analert. The job row shows| Review work |.

THE JOB STAYS OPEN UNTIL YOU APPROVEIT

Crew cannot close theirown job. That is on purpose. Somebody has to look at it.



See who is live

The Live tabis the one you will keep open.

Every crew memberwho is streaming shows up here. Click a tile to make it big.

WATCH ALL

e LIVE e LIVE + LIVE

North Yard Riverside Plant Depoti2 Unpinned Lot

kwo, Priya Raman - 2 Tam Ngo

One tile perlive stream. The name under each oneiswhois onit.

Ask someone to go live

You do not have to wait. You can ask.

Clickl Request togolive ‘

Pick a site, or pick one person.

Click[ Sendrequest ]

Their phone buzzes. It shows a greenbanner. One tap puts them live.
If you pick a site, everyone on that site gets asked. The first one to go live answersiit.

Isthe persononajob at that site that they have not started? Going live startsit for them. A paused
job stays paused.

Somebody raised their hand

Crew have a Get attention button on theirphone. When they press it, an orange banner appears at
the top of your Live tab.

The banner stays until somebody clicks it. Clicking it tells the crew member that you saw it.

DO NOT IGNORE THE ORANGE EANNER

Itis the only way a crew member canreach you without a phone call. They see nothing on their
end until one of you clicksiit.



NMcairk a moment

See something go wrong while you watch? CIick. Clickitagainwhenitis over.

This saves that piece of the video. You can build a claim fromit later. See the Incidents part below.



The map

Where everyoneis, right now.

Each dotis one person. Square pins are your sites. The circle around a pinisits on-site radius.

Clickadot to see whoitis. From there you can watch them, ask them to golive, or get directions.

Click at the top of the map to see a photo from above. Clickto go back.
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Dots are people. Pins are sites.

Give your crews different colours

Handy when you run more than one crew, or bring in help from another company.
o Setacolouronateam. Everyone onthatteam getsit.

e Orsetacolouronone person. That beats the team colour.

Setateam colouronthe Subcontractors tab. Set one person’s colourwithon their row.

NO DOT FOR SOMEONE?

They have to switch on Share my location on their phone. It is off until they turnit on.

It turnsitself on whenthey accept ajob, and stays on until they pauseit.




Photos

Every photo, stamped with time and place.

Crew take photosinthe app. They show up here. Each one carries the time it was taken and where
the phone was.

Pictures you addto ajob show up here too.

Use the filter box to search by crew name, site or date.

Click aphoto to seeiit full size.

Add pictures to a job

Some crews do not use the app. They text or email their pictures to you. You can put those pictures
onthejob.

n Save the pictures to your computer.

In| Sites & jobs ,clickon the job.

CIick| Add pictures |

Choose the pictures.
You can pick many at one time. Pictures straight from aniPhone work too. In Chrome, each
one takes afew seconds to get ready.

Check the time on each one.
Apicture from a phone fillsinits own time. A picture sent by text oremailhas no timeiinit.
Type the time the crew gave you.

If you know where they were taken, paste the place.
Use the Where they were taken box. In Google Maps, right-click the spot. Click the two
numbers at the top to copy them. Then paste themin the box.

Click| Save pictures .

=

Nobody gets an alert. A picture keeps the place savedinit. If it has none, it gets the place you
pasted. If you left the box empty, it gets the site's pin. The pin shows where the site is, not the spot
where the picture was taken.



Choose Files | No file chosen

HERE THEY WERE TAKEN (OPTIONAL)

texted-picture.jpg
Place: none savedin the p

No time saved init: type whenit
was taken

mm/dd/yyyy, --i-- --

LEAVE OUT

CLOSE SAVE PICTURES

This picture came by text, so it has no time. Type one in the box, then save.

Save a photo to your computer

Find the photo.
Use the filter boxif the listis long.

Click underit.

The photo saves on your computer, most oftenin the Downloads folder.

You get the real photo, full size. Nothingis changed.

The file name starts with the day and the time it was taken. Then it says who took it. Forexample:
Job Stream photo 2026-10-0122-51-35 Nora Castillo.jpg

The time uses a 24-hour clock. So 22-5Tmeans 10:51 at night.



Recordings

Video we saved from past live streams.

Every live streamisrecorded onits own. Nobody has to pressrecord.

Click onarow towatchit. The list underit shows who was on that stream.
A NEW RECORDING TAKES A FEW MINUTES

The video file is built after the stream ends. It takes about 3 minutes.

An empty list right after a stream almost always means "still uploading”. Itis not lost. Wait,

then click .

Save a video to your computer

n Find the row.
Click on the row.

The video saves on your computer, most oftenin the Downloads folder.

You get the whole video, just as it was recorded. We do not cut it orchangeit.

The file name starts with the day and the time the stream began. Then it says the site and who was
onit,

A bigvideo can take a few minutes to save. Your browser shows how far alongitis.
We delete old video after a while (see below). Need one forlonger? Save it to your computer first.

A VIDEO IN PARTS

Along stream can be saved in parts. The row says how many, like "2 parts”.

Then the button says | Download part10of2 | Click it one time foreach part. Each click saves the
next part asits own file.

How long we keep vicdeo

We keep site video for 90 days. Afterthat we deleteiit.
Thisused to be one year. We made it 90 days in August 2026.

You never have to guess. Every row shows its own date in small grey text.



WHAT THE ROW SAYS WHAT IT MEANS

DeletesNov 14,2026 - 76 days - company  Normal. It follows your company's number.
default 90d

Deletes tonight (Aug 30, 2026) It goesin the next clean-up.

Due to delete (Aug 2,2026) Pastits date and stillhere. Thisis nearly always incident
video, which we keep.

The same line inamber, with aname oniit Somebody set this date by hand. It shows who, when and
why.

Change it for your whole company

n Click at the top of the screen.

Abox called "Company settings" opens.

n Find "Keep site video for".
Type how many days you want. Any whole number from 7 to 365.

D click[save).

Abiggernumber savesin one click.

Managers and owners can change this. Supervisors cannot.
A SMALLER NUMBER REACHES BACKWARDS
The new number covers video you already have. Itis notjust for new video.

Say you cut 90 days down to 30. Video from 40 days ago is now too old. It goes in the next
clean-up, and it does not come back.

Sowe ask twice. turnsinto a second button. It names the exact date. Read it before
you click.

Give one vicleo its ovwn clate

You can also set adate on onerecording. That date beats your company's number. It works both
ways. You can keep avideo longer, or clearit sooner.



Click on the row.

Abox called "When this recording expires" opens.

Pick a date under "Keep until the end of".
You can go up to one year out.

Say why.
The "Why (optional)" box takes a short note, like "openinsurance claim”.

Click| save |.

The line turns amber. It now shows your name and your note.

Supervisors and managers can both do this.

To go back to the normalrule, open the same box. Click| Use company default | That button only

shows on avideo somebody has already set a date on.

WHEN THIS RECORDING
EXPIRES
KEEP UNTIL THE END OF

/26/2026

The

WHY (OPTIONAL)
e.g.openinsur

No one has changed this — it follows the company default
of 90 days.

Pick a date, say why, and the row will show both.




INCIDENT VIDEO IS NEVER DELETED

Video from a marked incident is kept, at any age. None of the numbers above touchiit.

We freeze the whole recording, not a slice of it. If any part of it belongs to the incident, all of it
stays.

Marking the incident resolved does not release it. The video stays as long as the incident
does.

Two steps free it. Amanagerresolves the incident. Then a manager deletesiit.

PHOTOS HAVE THEIR OVWN RULE

Photos are kept for one year, not 90 days. Nothing above changes that.

The Photos tab does not print a date on a photo, so there is nothing to read there.



HHours

The Timesheet. Who was on site, on which job, and forhow long.

Time counts when two things are true. The person accepted ajob at a pinned site. And their phone

is inside that site's circle.
Tapping acceptsajob. Sodoes going live when you asked themto at that site.

A site with no pin counts no time. Pin your sites.

Recid the fimesheet

Click in the menu.

Next to Period, pick how far back to look.

You canpick Last 7 days, Last 30 days, or Alltime. These count back from today. They are

not pay weeks.

Each person shows their total hours.
Click ajob undertheirnameto see eachline.

Eachline is one stretch of time on site.
The times are Eastern time.

The filter box finds a crew name, a site or a date. loads it again.

TIMESHEET ter by crew, site, dz periop | Last7days V| @ paydiivetime (yard toyard)

-~ Cole Vargas

~ Pole Down -Warren Yard

Sun, Sep 27
20 AM - 2:15PM

A location lost

Sun, Sep 27
y 10:05 AM

% Vic Moreno: Phone died in the vault REMOVE

Sat, Sep 26

O PI ] ‘M

» Transformer swap - Sterling Heights Site

First the person, then the job, then each line. The marks on the right tell you what to check.

REFRESH

% ladded

2h30m




MARK ON A IT MEANS

LINE

@ counting The timeis stillgoing. Itis not a final numberyet.

Alocationlost Theirphone sent no location for 15 minutes. Check this line. Their phone may
have died.

yard to yard Your company pays all of the job clock, drive included.

\ name: reason Someone added thisline by hand. It shows who added it, and why.

Ajob with one of these marks says so onits ownrow too, like A Tlost or \ Tadded. So you can spot
it without opening every job.

wWhen a line encdcls

Aline ends when the person has been outside the circle for 15 minutes. It also ends when their
phone sends no location for 15 minutes.

Eitherway, the line stops at the last time we saw them inside. It does not run on for the 15 minutes.

Acld missing time

Sometimes a phone dies, or a person works in abasement where the phone cannot tellwhereitis.
A supervisor oramanager can add that time by hand.

Click| Add aline |.

Pick the person and the job.
The person must already be on thatjob.

Pick the date, and the time they started and stopped.
Use Easterntime. If the stop time is earlier than the start time, it means the shift went past
midnight.

Type areason.
You must fill thisin. The reason shows on the line and in the payroll file.

Click| Addline |.



IF IT SAYS DO THIS

That personis not on this job Putthem onthejob first, in Sites & jobs.
That overlaps time this person already has They already have time then. Look at theirlines.
Aline cannot endinthe future Fix the stop time.

To take off aline you added, click its button. You can only remove lines that someone
added by hand. Job Stream keeps arecord of every line added orremoved.

Pay drive time

Amanager sees a switch next to Period, called Pay drive time (yard to yard).

Whenitis off, only time inside the site's circle counts. Whenitis on, the whole job clock counts.

Thatis from until the job is paused or sent in, driving included. Going live from your Sendi it
out alert counts as Accept. Soif they go live fromit, their paid time starts then.

DECIDE THIS ONE TIME

Changing the switch changes the hours for past weeks too. It also changes every payroll file
you make afterthat. Decide it one time, with the owner of your company.

Save it to a spreccisheet

n Next to Period, pick the time you want.

n Scroll to the bottom of the page. Click | Export timesheet |.
This saves a file on your computer, most oftenin the Downloads folder.

H Open the file in Excel or Numbers.
It has these columns: Crew, Site, Job, Date, In, Out, Hours and Note.

Hours are written as numbers. For example, 7.50 means seven and a half hours.

READ THE NOTE COLUNN BEFORE YOU PAY

If aperson's time is still counting, the Out column is empty, and the Note says so.

Aline someone added by hand carriesits reasonin the Note too.




THE PHONE DOES NOT SHOW EVERYONE'S HOURS

On the phone, My hours only shows your own. Use the computerto see everyone's.



Review fAnished worlk

Crew send workin. You say yes orno.

n Go to| Sites & jobs |.

Jobs waiting onyou are counted in amber on the grey bar.

E CIick[ Review work ]

onthe job row.

H Watch the video
the crew sent. Look at the photos.

n Make your call.

BUTTON WHAT HAPPENS

Approve —job The job closes. The crew get anote saying it was approved.

done

Send back to fix You write whatis wrong. You pick who fixes it. Their phone buzzes and shows your
note.

SENDING IT BACK DELETES THAT ROUND'S VIDEO

Not the photos. Not anything tied to anincident. Just the proof video from the round you
rejected, because they are going to shootitagain.



iInciclents

When something goes wrong, thisis where it lives.

Anincidentis arecord of abad moment. A fall. Damage. A near miss.

NMcacke one

Clickl Mark anincident |in the Incidents tab. Write what happened in plain words. Insurance
adjustersread this box.

You can also mark one while you watch alive stream. Click atthe startand again at the
end. That saves the exact piece of video.

Buiild a claim package

Click onanincident row. You get one page with:

o What happened, and when.
e Thevideo fromthat moment.
e Photosfrom around that time.

e Thelocation trail.

Clickl Print / Save as PDF ‘to senditon.

Closing one

Supervisors and managers can mark anincident resolved. Only a manager can delete one, and
only afteritisresolved.

EVIDENCE IS LOCKED WHILE AN INCIDENT IS OPEN

You cannot delete video or photos that an openincident points at. Thisis on purpose. It keeps
your evidence from going missing.

Toreleaseit: resolve theincident first, then delete it.




Company settings

Your name and colours on the app.

Click onyourcompany. You can set:

e Yourlogo.Itreplaces the Job Stream name onyour crew's phones.

e Your main colour. It tints the buttons.

Alerts you get on this computer

Click[ Enable alerts ]the firsttime. Itis at the bottom of the left menu, under You. Your browser will
ask permission. Say yes. The button goes away once the browser has answered.

Now you get a desktop pop-up when crew go live, when someone raises ahand, and when ajob
comesinforreview.

To turn some of these off, go to then| Notification settings |.




W hen something looks
wrong

The five calls we get most, and what fixes them.

THE INVITE NEVER ARRIVED

Checkjunk mail. Then check the spelling of the address. Then ask your email people to allow mail
from hydroxapp.com. See page one of this part for more.

A CREW MEMBER IS NOT ON THE MAP

They have to switch on Share my location on their phone. It starts off. It also needs location
permission set to Always in the phone's own settings, not just While Using.

A RECORDING IS MISSING
Wait 3 minutes and click .Theﬁleis built after the stream ends.

HOURS LOOK TOO LOW

Check the site has a pin, and check the circle is big enough. Hours outside every circle still show
up, just with a warning mark instead of a check.

SOMEONE SAYS THE APP SAYS "YOU'RE NOT ON A
COMPANY YET”

Theirinvite is still pending, or they made theiraccount with a different email than the one you
invited. Check the Members tab. The email must match exactly.



Neecd a hand?

Two ways to get help.

n Ask your supervisor or manager first.
Most questions are about your own company's sites and jobs. They set those up, so they
know the answer.

n Email support@hydroxapp.com.
Tellus your name, your company, and what screen you were on. A picture of the screen helps

alot.

About the pictures in this mMmanual

Every pictureis from a practice company we made up. The names, sites and addresses are not
real. Your screens will show your own company instead.
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