REELTRAK® Supervisor App Onboarding

Welcome to ReelTrak Supervisor, the new app from Reel Security that helps you
manage your team efficiently.

Getting Started

I3} Watch a video walkthrough

Downloading the App

ReelTrak Supervisor app is available from the_Google Play Store if you're
’ using an Android device, or the_Apple App Store if you're using an iOS device.
Just search for “ReelTrak Supervisor” and download the app.

GETITON # Download on the
® GooglePlay ll @ App Store

Supervisor

Logging In

REELTRAK.> ::;L:::u’ verification code for ReelTrak.
Log in easily with your mobile number. A one-time )27 @ ) O oot
passcode will be sent to your device by text @ e
message. Enter that code when prompted for -

e . ogin

verification. Enter your moble number o log in Well

send you a code via SMS for verification. _
Ensure your mobile number is associated with your =+ | Entryour mobile number

ccount.

employment/signup account as this is tied to your

login. If you ever need to change your mobile
number, please contact your employer or app
Support.

Contact Support if you need help accessing your
account.

V1235

App Permissions

“ReelTrak” Would Like to It is important to allow all permissions to ensure you are able to use
Send You Push Notificati .gn . .
it mouso e | the app correctly. Enable Push Notifications for shift alerts such as
sounds and icon badges. These can be . . . .
configured In Settings upcoming breaks or edits to your schedule. Location Tracking helps

Al ok ensure your safety and supports onsite collaboration with your team.
on't Allow
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App Navigation

Clients
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To Say Nothing of It... © 3 Q16
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Schedule Activity Confirmations Support
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Schedule Tab

The Schedule tab shows all active clients today
that you’re associated with. Use the arrows at the
top to navigate through days or jump to a specific
date by clicking on the calendar icon. Tap on any
Client for more details.

Activity Tab

A live view of everything that is happening. This
includes your team status at all locations — see
who is currently working, starting soon, past due, or
complete for the day — both in a summary and
visible on an interactive map.

Confirmations Tab

Approve all logged or edited times submitted by
your team. If needed, you can reject the input time
to edit it.

Support Tab

Having issues? Contact Support to troubleshoot.
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Getting Started

Start Your Shift in the Worker App

The Supervisor App allows you to manage your team, however, you must still track your own
time in the Worker App.

Clocking into the Worker App makes you an active user and enables push notifications to your
phone to alert you of all team member confirmations. It also makes you visible on the live map
so HQ and Clients can rest assured that you’re overseeing your post.

You can download the ReelTrak Worker app from the Google Play Store if

<’> you're using an Android device, or the Apple App Store if you're using an iOS
device.

GETITON # Download on the
Worker ® Google Play @& App Store

Keep Tabs on Guard Status

You can get an overview of any guards who are late to check in/out on the Activity tab. Use this
tab for a live view of what actions your team has taken.

= See View Team Shift Activity

Confirm Abnormal Times

You must confirm all workers' times in the Confirmations tab. If a time/action is not correct, you
can reject the time/action with a corrected one. This will go back to the worker for them to
confirm in the app. Confirmations are required when a Worker makes big edits to a time or they
are clocking in early or late. It’s critical to stay on top of Confirmations to ensure times get sent
back to Reel Security and payroll is correct. Review your Confirmations throughout your shift
and before you end for the day.

= See Confirm Shift Actions and Edits Taken By Workers

= See Edit Shift Actions for Workers

¢ Itis important to confirm all times and resolve issues in a timely manner.
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Reviewing Client and Team Details

Watch a video walkthrough

View the Schedule

The Schedule tab shows all active clients today that you're associated with. Use the arrows at
the top to navigate through days or jump to a specific date by clicking on the calendar icon.

Don’t see a specific client? Contact Support to update your view settings.

Clients

WEDAUGL0 @D < BH >

To Say Nothing of It...
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Schedule

S

Activity

@

Confirmations

©O)

Support

Each client card includes a
count of the number of
locations and team members
scheduled for that day. To
see more details, tap on the
card.
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Schedule Confirmations Support

The client details view lists
the locations for the day.
View the name, address and
a count of scheduled
personnel for each location.
Tap on the map to explore the
location.
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Eli Sisters
Supervisor
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Schedule Support

Activity Confirmations

The location details view
includes an interactive map of
all active personnel, the
location address, editable
post instructions and a list of
scheduled personnel,
including their current status.
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¢ Please note, active personnel will be displayed on the live map only as they take
actions and use the ReelTrak Worker app.

. o R . --
Post Instructions < Back

& Superhero Film
-| Watch a vi walkthr h ;
_] atch a video walkthroug WED, AUG 10 <H > % Instructions
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Post instructions can be easily v (D) VisTA East targe trucks. Please bring water and
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created or edited by tapping on s : you artive.
the Instructions button. Add a " e
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Actively Manage Your Team

ReelTrak provides many options for tracking and managing your team.
I3} Watch a video walkthrough

View Team at a Specific Location

< & SuperheroFilm Q Activity Q
Track your team’s status on the Client Location details ™=~ @& <= > ™™
screen. Active personnel will be displayed on the live e % Gome ()
map when they use the ReelTrak Worker app. See the ® ® SN )
whole team’s status, and tap on any profile to view shift Py ”'9
d eta | I S. ::::ry Shnca’:irr? Location a4

CAeégslﬁ ADD INSTRUCTIONS ] ’
Live View of Team @ i o
Head to the Activity Tab for a live view of your whole @y o

team. See who is past due, currently working, coming in 5B e © o
soon and who has completed their shift. Quick filtersat "
the top let you narrow down to a specific date, status,

client or location. Tap on the map to see your team’s locations.

Individual Shift Activity o Y .. -

Tapping on the user in the app will open their Shift Details. Here you can:

e Frankie McCullers G @
Guard

e Text or call the Worker _ @ supermerorim i
Y 6:00AM-6:00PM ©
e View their shift record, upcoming shift actions such as breaks, and | FOT 02179
their full activity log to see all logged times, edits and confirmations ° o ©
e Log time for Workers if they are unable to do it on their own (all N
logged times need to be confirmed by both the Supervisor and 00:00:56
Worker). Veagrenkl

This Shift Details view can be accessed from the Client Location details

view from the Schedules tab, the Activity tab, the menu on a Confirmation =~ == ofrs Sart Ak
from that user, or by finding the user through Global Search and tapping

on a shift in their Shift History.
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Confirm Shift Actions and Edits Taken By Workers

The Confirmations Tab includes a list of abnormal time submissions sent by the team that

require Supervisor review. ltems will be flagged if they are too early or late or when the time has

been significantly edited. Confirmations should be reviewed and addressed promptly.

On-time logs will be autoconfirmed. View the user’s Shift Details to see actions taken. You can
always edit a user’s time (this will require a Confirmation on their end).

It is important to review all Confirmation carefully for accuracy to ensure payroll is correct. If
prompted to provide additional details, please be descriptive so HQ and payroll have enough
information to take correct action.

e Each confirmation details the action taken, expected completion time, and actual logged
time. If the confirmation looks correct, tap “Confirm” to clear it out.

e Abnormal logs, such as those starting early or ending late, will be flagged.

e |[f there are any discrepancies, select “Reject” to make updates. Edits will be sent back to

the user for review.

sos Y . -=

< Confirmations Q

Aug 10, 8:30 AM PDT

Hal Mendragon logged the
Shift start time.

To Say Nothing of It Film
Primary Shooting Location, The Holmby.

Expected Aug 10, 8:00 AM PDT
Logged Aug 10, 8:15 AM PDT

@ Later than expected
Time adjusted when logged

o

Aug 10, 8:15 AM PDT

Hal Mondragon logged the
Shift start time.
To Say Nothing of It Film
Primary Shooting Location, The Halmby.

Expected Aug 10, 6:00 AM PDT

Previous Aug 10, 6:00 AM PDT

New time Aug 10, 6:02 AM PDT

[ reccr | PPRTNEEE
e ©)

Schedule  Activity  Confirmations  Support

Selecting Confirm approves
the time or edit that has been
logged and clears the item
from your list.
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Editing End: Meal Break 1

Scheduled May 25, 8:30 AM

Today 10:00 AM

Hey Peter. You're ending your UNPAID
break late. Please provide more details
below.

Technical issue — | was unable to
complete the task.

@ 1took a longer break.

I was told to take a longer break.

Peter came back late from his break.

CANCEL CONFIRM

Selecting Reject allows you
to update the time and send
the new confirmation to the

Worker app user for approval.

Mar 28, 6:37 PM PDT

6 Joel Jed
end tim

@ Shift Details

Crooked| @ Location Details

Ext. Alley

Expected  Mar 28, 11:30 AM PDT
New Mar 28, 6:37 PM PDT
Time

Later than expected

Reason: Late relief

For more details, tap the
three dots on the far right
corner to view that Worker’s
shift or the location for more
information.
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Take Shift Actions for Workers

If a Worker is unable to start or edit a shift action for some reason, you can log that action for
them. All logged shift actions need to be confirmed by the Worker for transparency and to allow
them to accept the terms of the action. Time can be edited when it is logged.

When a Supervisor logs a time for a Worker, that Worker will receive a push notification
informing them that the action has been taken and they can confirm or edit in the app.

REEL TRAK

Freddie Doe Edited Meal Break End (8:45 AM) to
8:55 AM. See Confirmations to accept.

¢ Starting Early: You may be unable to start a shift if it is too early. If you believe you are
unable to start the shift by mistake, please contact GRT to update the shift time or report
an issue from the “Support” tab in the app.

« Late Clock In/Out: Follow the prompts for submitting the time — you may be required to
provide additional detail. If the Worker user actually started or ended on time, but forgot

or was unable to log it in the app, just tap on the white timeclock box at the top of the
screen to edit the time.

supervisor-training.reel.inc
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Edit Shift Actions for Workers

You can edit Worker’s shift actions two ways — from their Shift Record or from the

Confirmations Tab view.

In both instances, editing the time will open the Confirmation Modal for that event. You will see
the input time and any messaging the Worker has agreed to. Adjusting the time or any
comments in the Modal will send the changes to the Worker to review and approve.

Editing Worker Times from the Confirmations Tab

s D .- =

8:15 AM :
Hal Mondragon | © See Details
Shift start time. |
To Say Nothing of it | © Location Details
Primary Shooting Location, The FGTWbY-
Expected Aug 10, 8:00 AM PDT
Logged Aug 10, 8:15 AM PDT
)
8:15 AM

Frankie McCullers logged the
Meal Break 1 start time.

Superhero Fitm
Primary Shooting Location, The Holmby..

Expected Aug 10, 11:30 AM
Logged Aug 10, 11:30 AM
[ REJECT J

Selecting “Reject” on the
Confirmation in the
Confirmations tab will open
the edit modal.

supervisor-training.reel.inc
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Editing End Meal Break 1

Expected Today, 12:00 PM

Today 11:45 AM

You're ending your meal break early.
Please provide a reason for the early
return.

@ | was asked to return early.

Other

Please provide more details below:

Raul asked me to return early
because the schedule changed and
| will be going home earlier today. |
don’t need a lunch anymore.

DELETE THIS ACTION

CANCEL CONFIRM

When editing a time, you will

see the original responses and

can edit this text to support
your reason for making the
timeclock change.

s Y .. -=

& Superhero Film
6:00 AM - 6:00 PM PDT {12 HRS)

Activity Log

Wed, Aug 10, 2024, 5:30 AM PDT, F. McCullers
logged Shift Start earlier than expected.

Reason: Requested by Supervisor, Raul asked me to
start early because Charlie had to go home sick

Wed, Aug 10, 2024, 7:00 AM PDT E. Sisters confirmed
the Shift Start earlier than expected to be Wed, Aug
10, 2024, 5:30 AM PDT.

Wed, Aug 10, 2024, 8:00 AM PDT, F. McCullers
logged Rest Break 1 Start.

Wed, Aug 10, 2024, 8:10 AM PDT, F. McCullers
logged Rest Break 1 End.

Wed, Aug 10, 2024, 11:30 AM PDT, F. McCullers
logged Meal Break 1 Start,

Wed, Aug 10, 2024, 12:00 PM POT, F. McCullers
logged Meal Break 1 End.

Wed, Aug 10, 2024, 11:30 AM PDT, F. McCullers
logged Rest Break 2 Start.

Wed, Aug 10, 2024, 12:00 PM PDT, F. McCullers
logged Rest Break 2 End.

Wed, Aug 10, 2024, 3:30 PM PDT, F. McCullers
logged Shift End earlier than expected
Reason: Requested by Production/Approved by

B =] O] A

Schedule Offers Support Account

Any Reasons and comments
reported will be visible in the
Activity Log on the Shift
Details.
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Editing Worker Times from the Schedule Tab

sos D .. -=

Activity Q
Quick Filter
£ Today & Client
(@© Status © Location

1 PAST DUE >

Frankie McCullers Aug 10,
Guard 7:30 AM

" Superhero Film PDT
Primary Shooting Locati... | Shift Start
Frankie McCullers Aug 10,
Guard 7:30 AM

" Superhero Film PDT
Primary Shooting Locati... Shift Start

5 C © O]

Schedule  Activity  Confirmations  Support

In the Activity tab, tap on the
Worker profile to access their
Shift Details screen.

supervisor-training.reel.inc
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< & Superhero Film Q

TUE, AUG 9 .
l\\ggmmPB'ud )
Edqa-rwmm;d
CIELO
ISTA
b E
Primary Shooting Location "

Reel Security Office
15303 Ventura Blvd, Sherman Oaks,
CA 94981

52 ADD INSTRUCTIONS

6:00 AM - 6:00 PM POT .

¥ Frankie McCullers (@)
Guard -
6:00 AM - 6:00 PM PDT .

Frankie McCullers (@)
Guard o

S © O]

Schedule Activity  Confirmations  Support

From the Schedule tab, tap
on a Worker profile from the
Client Location view.

220 I . -=

TOU WL DE WELLTING LWO L@rge UTUCKS. Flease
bring water and check in with your
supervisor when you arrive.

Shift Record

Shift

Expected duration: 12 hrs

Started  Aug 10,6:00 AM EDIT

Rest Break 1

Duration: 10 min

Started  Aug 10,8:40 AM EDIT

Ended Aug 10,8:50 AM EDIT

Meal Break 1

Duration: 30 min

Started  Aug 10,11:30 AM EDIT

1l

Ended Aug 10,11:45 AM EDIT

Rest Break 2

Duration: 10 min

Started  Aug 10,12:30 PM EDIT
Schedule Support Account

Both of the actions at left
take you to the Worker
Shift Details screen. Tap
“edit” in the Shift Record
to change times.
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cos N .. -=

Activity Q
Quick Filter
£ Today £ Client
@© Status ® Location
1 PAST DUE >
Frankie McCullers Aug 10,
Guard 7:30 AM
J” Superhero Film PDOT
Primary Shooting Locati. Shift Start
Frankie McCullers Aug 10,
Guard 7:30 AM
" Superhero Film PDT
Primary Shooting Locati.. | Shift Start
1 UPCOMING >
Frankie McCullers Aug 10,
Guard 7:30 AM
Superhero Film POT
Primary Shooting Locati. Shift Start
41N PROGRESS >
Frankie McCullers
Guard 4h5m
Superhero Film Shift
Primary Shooting Locati
Frankie McCullers
Guard 4h5m
Superhero Film Shift
Primary Shooting Locati
Frankie McCullers
Guard 4h5m
Superhero Film Shift
Primary Shooting Locati
Frankie McCullers
Guard 4h5m
J”  Superhero Film Shift
Primary Shooting Locati
>
Frankie McCullers
Guard 4hSm
Superhero Film Shift

Primary Shooting Locati.

@

Schedule  Activity
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Confirmations

(O]

Support

Real-Time View of Your Team
2 watch a video walkthrough

For a real-time view of your team, visit the Activity tab. See who is
past due, active, starting soon or clocked out for the day.

Filter your view by date, client, status or location.
Tap on any individual for more details.

Tap on the map to explore the live position of your team. Note, user
locations are mapped only when they are actively using the ReelTrak
Worker app.
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Reporting Issues
Watch a video walkthrough

If you encounter any issues while using the app, use the "Support" tab in the app to report the
problem. Our team will assist you as soon as possible either through live chat or, during peak
business or after hours, via email.

Remember, this app is designed to make tracking your time easier. If you have any feedback or
suggestions, don't hesitate to share them with us through the “Support” tab in the app.

You can also provide feedback, submit feature requests and report bugs with this form.
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