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This manual is intended for Customer users of the JQC portal.
It covers every page and feature available to your account.
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[bookmark: _Toc231817780]1.  Getting Started — Account Setup
Before you can log in, your account must be activated. Your administrator will send an invitation email to the address you registered with.
[bookmark: _Toc231817781]Step 1 — Receive the Invitation Email
You will receive an email with the subject line: "[JQC] Your account is ready — please set your password". The email contains a "Set My Password" button and a direct link. This link is valid for 72 hours.
Note: Check your spam/junk folder if you do not see the email within a few minutes.
[bookmark: _Toc231817782]Step 2 — Set Your Username and Password
Click "Set My Password" (or paste the URL into your browser). You will see a short form:
Username — choose a unique login name (letters, numbers, underscores).
New Password — at least 8 characters recommended.
Confirm Password — re-enter to confirm.
Click Save. You will be redirected to the login page.
[bookmark: _Toc231817783]Step 3 — Contact Your Administrator if the Link Has Expired
If the link has expired (after 72 hours), ask your administrator to resend the invitation from the Customers management page. A fresh 72-hour link will be emailed to you.
[bookmark: _Toc231817784]2.  Logging In & Logging Out
[bookmark: _Toc231817785]Logging In
Open your web browser and navigate to the JQC portal URL provided by your administrator. On the Login page:
Enter your Username.
Enter your Password.
Click Log In.
You will land on the Dashboard upon successful login.
Note: If you enter the wrong password multiple times, you may be temporarily rate-limited. Wait a moment and try again, or contact your administrator to reset your password.
[bookmark: _Toc231817786]Logging Out
Click your name or avatar in the top-right navigation bar, then select Logout. Your session will end, and you will be returned to the Login page.


[bookmark: _Toc231817787]3.  Dashboard
The Dashboard is the first page you see after logging in. It gives you a quick overview of activity at your assigned facilities.
[bookmark: _Toc231817788]Summary Cards
Four cards at the top show key metrics for the current day and the last 30 days:
	Card
	What It Shows

	Today's Inspections
	Number of inspections conducted today at your facilities. Click to view the full list.

	Submitted Today
	Inspections marked as completed (submitted) today.

	Open Issues
	Issues currently open at your facilities, with color-coded severity badges (Critical / High / Medium / Low).

	Avg Score (30 days)
	Average inspection score across all your facilities over the last 30 days.



[bookmark: _Toc231817789]SLA Alert Banners
If any issues at your facilities have breached or are approaching their resolution deadline, orange and red banners appear below the summary cards:
SLA Breached (red) — issues that have exceeded the allowed resolution window.
SLA At Risk (amber) — issues approaching their deadline. Clicking either banner automatically filters the Issues list.
[bookmark: _Toc231817790]Score Trend Chart
A line chart shows the average daily inspection score across your facilities over the last 30 days. Use this to spot trends over time — a dip may indicate a facility needs attention.
[bookmark: _Toc231817791]4.  Your Facilities
The "Your Facilities" panel on the Dashboard lists every facility your administrator has assigned to your account.
[bookmark: _Toc231817792]Card Grid Layout
Each facility is displayed as a card showing the facility name, address, and the contract it belongs to. Cards are arranged up to three per row on large screens.
[bookmark: _Toc231817793]Show More / Show Fewer
If you have more than 9 facilities, only the first 9 are shown by default. Click "Show all N facilities" at the bottom to expand the full list, and "Show fewer" to collapse it again.
[bookmark: _Toc231817794]Search Box
If you have more than 6 facilities, a Search box appears above the grid. Type any part of a facility name, address, or contract name to filter the cards instantly.
[bookmark: _Toc231817795]Facility Actions
Each facility card has two buttons:
View — opens the Facility Detail page (address, contact details, areas, open issues).
Report — opens the Facility Scorecard with charts, SLA compliance, and score trends.
[bookmark: _Toc231817796]Facilities Menu Page
The Facilities link in the top navigation bar takes you to a full list of your assigned facilities, grouped by contract. Click any facility name to open its Detail page.
[bookmark: _Toc231817797]Facility Detail Page
The Facility Detail page shows:
Contact information (address, contact person, phone).
Summary statistics: number of areas, total inspections, open issues.
A list of all areas (rooms, floors, zones) within the facility.
A Scorecard button for in-depth analytics.
Note: Customers can view facility information but cannot edit or delete facilities or areas.
[bookmark: _Toc231817798]5.  Inspections
Inspections are quality-control checks carried out by your service provider's inspectors. As a customer, you can view every inspection at your assigned facilities and export them as PDF reports.
[bookmark: _Toc231817799]Inspections List
Navigate to Inspections in the top menu. The list shows all inspections at your facilities, most recent first, paginated 20 per page.
[bookmark: _Toc231817800]Columns
	Column
	Description

	Date
	Date the inspection was conducted.

	Contract
	The service contract to which the facility belongs.

	Facility
	Name of the facility inspected.

	Area
	Specific room or zone inspected (if applicable).

	Template
	The inspection checklist was used.

	Inspector
	The staff member who performed the inspection.

	Score
	Overall quality score (0–100%). Green ≥ 90%, Amber ≥ 70%, Red < 70%.

	Status
	Submitted (completed), In Progress, or Flagged.



[bookmark: _Toc231817801]Filters
Use the filter bar at the top of the list to narrow results:
Status — filter by Submitted, In Progress, or Flagged.
Contract — shows only your assigned contracts.
Facility — narrows automatically when a Contract is selected.
Follow-up — tick the checkbox to show only inspections that require a follow-up inspection.
[bookmark: _Toc231817802]Viewing an Inspection
Click the View button on any completed inspection row to open the full Inspection Detail page. This page shows:
Header information: template name, facility, area, date, inspector, overall score.
Each checklist section includes the scores/ratings the inspector recorded.
Any photos uploaded during the inspection.
A list of issues flagged during the inspection (click any issue to view its details).
If this is a re-inspection, a side-by-side comparison with the original inspection showing score improvements or regressions for each item.
[bookmark: _Toc231817803]Exporting to PDF
From the Inspection Detail page, click the Export to PDF button. A formatted PDF report will download to your device. The PDF preserves all checklist items, scores, photos, and issue summaries.
[bookmark: _Toc231817804]6.  Issues
Issues are defects, safety concerns, or non-conformances identified during inspections or by staff. The Issues section lets you monitor the status of every open issue at your facilities.
[bookmark: _Toc231817805]Issues List
Navigate to Issues in the top menu. Issues at your assigned facilities are listed in the most recent order, 25 per page.
[bookmark: _Toc231817806]Columns
	Column
	Description

	Reported
	Date and time the issue was reported.

	Severity
	Critical, High, Medium, or Low — color-coded.

	Contract
	The service contract to which the facility belongs.

	Facility / Area
	Where the issue was found.

	Description
	Brief description (click View for the full text).

	Status
	Open, In Progress, Pending Verification, or Resolved.

	SLA
	Time remaining to resolve (or "Breached" in red if overdue).

	Assigned To
	Staff member currently responsible for the issue.



[bookmark: _Toc231817807]Severity Levels
	Severity
	Resolution Window
	Meaning

	Critical
	4 hours
	Immediate safety or compliance risk.

	High
	24 hours
	Significant defect requiring same-day attention.

	Medium
	72 hours
	Notable issue to be resolved within 3 days.

	Low
	168 hours
	Minor issue; resolve within 7 days.



[bookmark: _Toc231817808]Filters
Use the filter bar to narrow the Issues list:
Severity — Critical, High, Medium, Low.
Status — Open, In Progress, Pending Verification, Resolved.
SLA — Breached, At Risk, or OK.
Contract — your assigned contracts only.
Facility — narrows automatically when a Contract is selected.
[bookmark: _Toc231817809]Row Color Coding
Red row — SLA has been breached (resolution deadline passed).
Amber row — SLA is at risk (deadline approaching).
White row — SLA is within acceptable limits.
[bookmark: _Toc231817810]Viewing an Issue
Click View on any issue row. The Issue Detail page shows:
Issue number, severity badge, and current status.
Reported date, facility, area, related inspection (if flagged during an inspection), and the staff member it is assigned to.
Full description.
Photo Evidence — photos uploaded when the issue was reported or added by staff.
Resolution Details — notes and photos added by staff when the issue was resolved.
Verification status — shows who verified the resolution and when.
Update History — a chronological log of all status changes and comments made by staff.
[bookmark: _Toc231817811]Following an Issue
You can subscribe to any issue to receive email notifications whenever its status changes or a new comment is added. On the Issue Detail page:
Click Follow Issue to subscribe.
Click Unfollow to stop receiving updates.
The card on the right side of the issue page shows your current follow status and the total number of followers.
Note: You do not need to follow an issue to view it — following only controls whether you receive email notifications.
[bookmark: _Toc231817812]7.  Reports & Analytics
The Reports section provides charts, statistics, and exportable data covering inspections and issues at your assigned facilities.
[bookmark: _Toc231817813]Overview Dashboard
Navigate to Reports & Analytics in the top menu. The overview page includes:
[bookmark: _Toc231817814]Date Range Filter
Use the From and To date pickers to define the reporting period, then click Apply. Click Reset to return to the default (last 30 days).
[bookmark: _Toc231817815]KPI Cards
Four cards summarize activity for the selected period:
Total Inspections — all inspections conducted at your facilities.
Completed — inspections with a Submitted status.
Open Issues — issues currently open.
Avg Score — average quality score across all completed inspections.
[bookmark: _Toc231817816]Charts
Score Trend — line chart of daily average scores over the selected period. Peaks and dips help identify good and poor days.
Avg Score by Facility — horizontal bar chart comparing average scores across facilities. Green ≥ 90%, amber ≥ 70%, red below 70%.
Issues by Severity — doughnut chart breaking down open issues by severity level.
Issue Status — pie chart showing the proportion of issues by status (Open, In Progress, Resolved, etc.).
[bookmark: _Toc231817817]Open Critical / High Issues Table
Below the charts, a table lists the most recent open Critical- and High-severity issues. Click View on any row to open the Issue Detail page.
[bookmark: _Toc231817818]Export to CSV
Two export buttons appear in the top-right of the Reports page. They download spreadsheet files for the currently selected date range:
Export Inspections CSV — one row per inspection: date, facility, area, inspector, template, score, status.
Export Issues CSV — one row per issue: reported date, facility, area, severity, description, status, resolved date, and assigned to.
Note: CSV files open in Microsoft Excel, Google Sheets, or any spreadsheet application.
[bookmark: _Toc231817819]Facility Report
From the Dashboard "Your Facilities" panel (or from a facility detail page), click Report to open the Facility Report for a specific building. This page shows:
List of all inspections at the facility for the selected date range.
Area-by-area average scores showing which zones performed best and worst.
All open issues at the facility are sorted by severity.
[bookmark: _Toc231817820]Facility Scorecard
The Facility Scorecard provides a deeper analytical view. Access it from any Facility Detail page or Facility Report page. You can select a time window of 30, 60, 90, 180, or 365 days. The scorecard shows:
Score trend chart for the selected period.
Key performance indicators: total inspections, completion rate, average score.
Area scores ranked from best to worst.
SLA compliance rate — percentage of resolved issues that were fixed within the agreed time window.
Issue severity breakdown (Critical / High / Medium / Low).
Pending verification count — issues awaiting final sign-off.
Inspections that require a follow-up re-inspection.
[bookmark: _Toc231817821]8.  Notifications
The JQC system sends you automatic notifications when important events occur at your facilities.
[bookmark: _Toc231817822]Notification Bell
A bell icon in the top navigation bar shows the number of unread notifications. Click it to see a dropdown of your 20 most recent notifications. Click any notification to navigate directly to the related inspection or issue.
[bookmark: _Toc231817823]Full Notifications Page
Click View All in the notification dropdown (or navigate to Notifications in the menu) to see your complete notification history, paginated 25 per page. You can filter by All, Unread, or Read.
Unread notifications are highlighted with a blue border and a "New" badge.
Actions available:
Mark as read — on any individual unread notification.
Mark all read — clears the unread count in one click.
[bookmark: _Toc231817824]Notification Events
You will be notified of the following events at your assigned facilities:
	Event
	When You Receive It

	Inspection Completed
	A new inspection has been submitted at one of your facilities.

	Issue Flagged
	A new issue has been identified at one of your facilities.

	Issue Status Updated
	An issue you follow has changed status (e.g., In Progress → Resolved).

	Issue Comment Added
	A new comment has been added to an issue you follow.

	Issue Follow Update
	An update on an issue you have followed.



[bookmark: _Toc231817825]Notification Preferences
Click Notification Preferences (accessible from the Notifications page) to customize how you receive alerts for each event type:
Email Enabled — receive an immediate email for each event.
Digest Mode — bundle notifications into a single digest email instead of individual messages.
Digest Frequency — choose how often the digest email is sent (e.g., daily).
Note: In-app notifications are always delivered regardless of email preference settings.


[bookmark: _Toc231817826]9.  Your Account & Profile
Click your name in the top-right navigation bar, then select Profile to manage your account settings.
[bookmark: _Toc231817827]What You Can View
Your full name, username, email address, and role (Customer).
Account creation date.
[bookmark: _Toc231817828]What You Can Update
Full Name — update how your name is displayed throughout the portal.
Email Address — update the email used for notifications and password recovery.
Password — enter your current password, then choose and confirm a new one.
Click Save Changes after making any updates.
Note: You cannot change your own role, username, or facility assignments. Contact your administrator for changes of that nature.
[bookmark: _Toc231817829]10.  Frequently Asked Questions
Q: I received the invitation email, but the link says it has expired. What do I do?
A: Contact your administrator and ask them to resend the invitation. A new 72-hour link will be sent to your email address.
Q: I cannot see any facilities or inspections. What is wrong?
A: Your account may not yet have any facility assignments. Contact your administrator and ask them to assign the relevant facilities or contracts to your account.
Q: Can I create or edit inspections?
A: No. Customer accounts have read-only access to inspections. 
Q: Can I report a new issue?
A: No. Customer accounts cannot log new issues. If you notice a problem, please contact your service provider directly or ask a staff member to log the issue on your behalf.
Q: Why do I see "SLA Breached" on some issues?
A: Every issue has a resolution deadline based on its severity level (e.g., Critical issues must be resolved within 4 hours). When a deadline is exceeded, the SLA status changes to "Breached". This is a prompt for your service provider to escalate.
Q: How do I stop receiving emails for a particular issue?
A: Open the Issue Detail page and click Unfollow. You will no longer receive email notifications for that issue.
Q: How do I export inspection data for my records?
A: Go to Reports & Analytics, set your date range, and click "Export Inspections CSV" or "Export Issues CSV". You can also export individual inspections as PDF from the Inspection Detail page.
Q: I forgot my password. How do I reset it?
A: On the Login page, click "Forgot password?" if available, or contact your administrator. They can send a new password setup link to your registered email address.
Q: Can I see inspections or issues at facilities not assigned to my account?
A: No. The system restricts your view to only the facilities your administrator has assigned to your account.
Q: What does "Pending Verification" mean on an issue?
A: The assigned staff member has marked the issue as resolved, but a supervisor still needs to inspect and confirm the fix. Once verified, the status changes to Resolved.
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