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ABOUT THIS DOCUMENT

This document outlines information, procedures, and best practices related to performing appliance installations for
Installs. As a service provider, you will find this document useful for training and reference purposes.

Objectives

After reading this document, you will be able to:
e Comply with Installs’ and clients’ expectations of appliance installers
o Perform appliance installations within Installs processes and procedures

e Utilize guidelines and best practices endorsed by Installs to perform high-quality, safe, efficient appliance
installations

Terms and Acronyms

Term Definition
Digital Online Interface; Installs’ proprietary, browser-based communication system, which allows
DOLI instantaneous communication of new orders, escalations, completions, and reporting between Installs,

clients, and technicians.

Electronic Funds Transfer; The electronic exchange or transfer of money from one account to another

EFT through computer-based systems.

A ticket submitted by Installs in the DOLI system to bring attention to a job for either positive reasons,
Escalation | such as recognizing an installer company or a technician for a job well done, or to collect information
from all parties involved in a negative customer service experience or incident.

Ground Fault Interrupter; An electrical wiring device that disconnects a circuit whenever it detects that

GFl the electric current is not balanced between the energized conductor and the return neutral conductor.

LDC Local Distribution Center; warehouse where products are stored before being delivered to end users.

PC Personal Computer; A computer built around a microprocessor for use by an individual, as in an office
or at home or school.

RDC Regional Distribution Center

SKU Stock_—Keeping Unit; A number or code used to identify each unique product, item, or service for sale by
a business.

SOwW Scope of Work; Detailed description of the job.

Upsell The sale of additional products or services to a customer while onsite to perform the service the

customer already purchased.
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INSTALLS STORE PRIMARY DRESS CODE

Requirements

All Installs H.H.Gregg service providers are expected to follow the dress guidelines outlined below. These dress
guidelines are put in place by Installs and H.H.Gregg and must be followed whenever you are engaged in H.H.Gregg
work. This includes picking up product from H.H.Gregg locations, performing onsite services for H.H.Gregg customers,
and conducting store visits. If you do not follow the dress guidelines, including the use of Installs logo shirts by all
servicers, you may risk losing your primary position.

Professional appearance, style, and hygiene

Keep hair neat, clean, and conservatively styled; keep facial hair timmed and neat in appearance

HATS:
Hats with Installs logo or no logo are permitted

SHIRTS:
] ) ] ] {installs
Clean, appropriately sized collared shirt with Installs logo .

PANTS:

Clean and appropriately sized khakis or work pants or
jeans

SHOES:

Closed toe work shoes or boots appropriate for job site
Use shoe covers while inside customer’s home ”

COLD WEATHER:

Servicers may wear clean white or blue long-sleeved shirts
with no tears under their collared shirts

Servicers may wear clean jackets, parkas, or winter coats
with no logos, no sports team affiliations, and no tears

To order Installs Polo shirts, use the “Order Shirts” feature in DOLLI.
L installs.



Prohibited Items

The following items are unprofessional and may pose safety hazards. These items are not allowed at any time by
any client on any job.

e “Hoodie” sweat shirts

e T-shirts

e Shorts

e Torn clothing

e Baggy or low rise pants

¢ No visible pierced body jewelry (including tongue,
nose, and eyebrow), excessively pierced ear
jewelry, or jewelry that presents a safety hazard

e Tattoos that may be considered offensive (violent
or sexually explicit images, profanity) must be
covered
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Ordering Installs Polo Shirts via DOLI

Installs logo shirts range from $17 to $25 per shirt, depending on the size ordered. Each servicer who works on jobs for
clients requiring Installs logo shirts should have at least one; servicers who frequently work jobs for clients requiring
Installs logo shirts should have multiple shirts.

To simplify the payment process and ease the impact of the expense, Installs will deduct the cost of your ordered shirts
from your next three payments (if you order a single shirt, the total cost of that one shirt will be deducted from you next

pay).

1. Log in to DOLI with your administrative username and password.
2. Click the ORDER SHIRTS button on the main navigation panel of the DOLI homepage.
3. Compile and submit your order.

MY TOOLS ~* | STORE VISITS B
MY ACCOUNT B ' | ENTER ORDER 7 |
DISPATCH BOARD [/ | DOWNLOAD / PRINT ORDERS % |

ORDER SHIRTS =~
—
Search (select one)
Job Number v“ | _FIND O |

Note: Shirt prices displayed in DOLI include shipping.
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INSTALLS PROCESSES

This section outlines Installs corporate procedures that all service provider companies and technicians must know,
understand, and follow.

Appliance Job Acceptance Process

Installs provides appliance installation customers an installation date only. The assigned installer company
determines the technician arrival window with the customer and updates DOLI accordingly.

When you and your company accept appliance jobs, you must follow the process below to set and confirm the arrival
window with the customer:

e Make a confirmation phone call to each customer between dispatch time (approximately 3:00pm) and 9:00pm
local time the day before the scheduled installation service date.

e Provide the customer a three-hour arrival window that you know you can successfully achieve for the scheduled
date.

e Enter the start time of the three-hour arrival window on the job in your installer view of DOLI before 8:00am on the
date of the scheduled service.

Note: By entering the start time in DOLI, you are agreeing to complete the service for that customer.

Please read the following procedure for detailed instructions on updating DOLI with the arrival window start time.

Setting the Appointment Window for Multiple Appliance Orders

Note: Use this procedure to set the appointment window start time for multiple appliance jobs at one time.

You must contact the customer to set the appointment window between 3:00pm and 9:00pm local time
the night before the scheduled installation/service date. You must set the appointment window in DOLI
by 8:00am the day of the installation.

1. After dispatch time (approximately 3:00pm local time), log in to your DOLI Installer account.
2. On your DOLI homepage, click the blue Set Appointment Windows button.

DIGITAL ON-LINE INTERFACE SYSTEM (DOLI) [N

Welcome June 28, 2011 = 09:41 AM
Logout Account Condition:
MY TOOLS +~ | STORE VISITS | Click on any flashing icons
to deal with orders appropriately.
MY ACCOUNT E/ . ENTER ORDER [ |
DISPATCH BOARD [ | DOWNLOAD | PRINT ORDERS | Set
Appointment

Windows

Search (zelect ong)

Job Number |w FIND 2 ]

Note: This displays your appliance jobs for the next day that are currently in Scheduled — Dispatched or
Scheduled — Accepted status.

If you do not see the blue Set Appointment Windows button, one or a combination of the following factors
apply:
e You currently have no appliance jobs scheduled for tomorrow

e Your currently have no appliance jobs for tomorrow with a status of Scheduled — Dispatched or
Scheduled — Accepted

e Appliance orders scheduled for tomorrow have not yet dispatched
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If the orders displayed were scheduled prior to June 29, 2011, you will see the scheduled start time. If
the order was scheduled on or after June 29, 2011, you will see a default start time of 8:00am and default
end time of 5:00pm.

T AL O LINE 1N T RE A 5 Y T M (00 L1 S —

» 290t ¢ ADTALLE *Sanou * * fome *
Please $e10ct & S1a0T Tiste for aach job. The End time will De Jutomatically se110 3 BOUrS LA0er Than the SLar time.
Once you have 42 2 window for sach |ob, chick 'Tontinue’ IS SUbMIL the Jppomtment Windows.

¥ JsbA  Seleg Saore Pk Storm ot Type Customrer Fone stalaton Ares Tech Mame  kuwted Date Apporeiracs Pndos

15 158 Distwasher PRI AT wan 11 |00 MIAM ¥ Ena (20050 [Sae|
2 156 158 Worohose, Deced o Ductess ’;T:'mr'..li; et T2 s B2 (1S Y PU M EndOE157M | Sam
3 156 199 Ditaasher CHESTER VIRGRAA BTN e 05 |00 % PM | Eng 0300FM
4 156 1598 Duhadetey T g 07 (00 % PM ¥ Eng W00

158 188 Woronoas Deowd o Ductess IR sy W |00 v AU Ent 0100

156 158 Dt erey PETERS®: D)-.’ TN WA e 07 %[00 ¥ AM ¥ Ent #0004
Save M

3. From the Appointment Window Start fields for each order, select the start time for the installation arrival window
you agreed on with the customer.

CAGITAL ON-LINE INTERFACE SYSTEM (DOLI)
» 29901 & ASTALLE *Laqout «
Please select a S1T Tise for aach [ob. The End time will De automatically $6110 3 BOLrs LAter Than the SLar time.

Once you have 482 2 window for sach |ob, Cick 'Tontinue’ 1o sUbMIL the JEpominment WIndows

*tome *

¢ Jaba Selrg Ssore  Pchag Shore rntadi Type Cuvtamer Phorm nvtsdaton Ares Tech Name vl De Apportrraee Wndos
156 18 Distvwasher PRTRRRRIE s 11 %00 WAM ¥ Ena 2007w 5w
PE =1 o DGINA - = e ar -
2 156 158 Worohoae, Deced o Ductess ETER t‘..':n RO Su 02 M(15 % PU M Ena 051570 i Save
3 i s e CHEGTER. VAGEAA o 05 %[00 w PM w| Eng 030050 [ Sae |

4 156 158 Dishwaetey T2 sun 07 %[00 « PM ¥ Eng W00 .’:-1-471
o 188 Wothoss Deced orCustess
6 s " ) Ditasher
Sae M

a. From the first drop-down, select the hour.
b. From the second drop-down, select the minutes.

Note: You may select minutes for the start time in 15 minute increments.
c. From the third drop-down, select AM or PM.

Note: DOLI automatically calculates the three-hour window based on the start time you set and displays
the End time.

4. Once you have set all arrival window start times, click the Save All button.
DAGITAL ON-LINE 1T R ACE 55TV (D01 -

2 1"
Save A

I8 2000¢ & ASTALE Sasout *tome +
Please select a $1a7t Tise for aach job. The End time will De Jusomatically $e110 S BOLrs LALer hANn the SLar time.
Once you have 482 2 window for sach |ob, Chck 'TONBmue’ IS SUBMIL the JEpomtment Windows.

¥ JsbA  Seleg Ssew Pk Shre irendi Type Customer  Fhoow nivtelescn Ares TechMame  buried Dwie Apporras vndcs

15€ 158 Distvaasher ;EF“Q.'“?’ RN AT maa 11 V|00 WIAM ¥ End 02005 [Sawe
2 ™ 1 Warctae, Decied o Ductess PETER BN sma 02 %[15 P M| End0515EM [Sawe
3 156 158 Distraashey ‘-""‘rf:j“'““' AT s 05 ¥|00 % PM ¥/ Eng 030070 [Sae
& 186 158 Dishwasher “;'::""“':" G G721 s 07 %[00 % PM | Eng W 00PM

198 108 Warthods Deced o Ductess DB g %0 %[00 ¥ AM »| End01005M

158 Dintraasrey MM an 07 9|00 ¥ AM | Ent 9000

Note: This displays the confirmation message, “Appointment Windows Updated. Please Notify Customers” at the

top of the screen.

Once you ha

T AL G LINE I T R A E 5 TN (D L) ) - S —
» A *Loaste *Meregs

Flease select 3 $2art Time for each job. The End tme will be automatically set to 3 hours later than the $1a7t ume.

S 00 Sitky fhwe Relap ow. 1] Sppetsivmmst Yadow
156 158 Dutryshes ot 11 %[00 #lam ¥ o
1% 1 Ukrcheod Duded a1 Ductens wt 02 ¥ %5 ¥[F ¥ Ento
ne 1 Oatraaster vt 95 %] 00 w[FM ¥ Entozcoru
a e 156 Oshaaster st 07 |00 ¥ [P ¥ ot vooru |
£ ne e Vkretoot Outtad & Duckass ) et |10 ¥[00 WA ¥ ensoroomu |
6 " e Osheaster :515;("":':‘,. 041 gtat 87 %00 ¥ AM ¥ Eva MM ‘2:‘

S A

L installs.



Setting the Appointment Window for an Individual Appliance Order

Note: Use this procedure to set the appointment window start time for a single appliance job.

You must contact the customer to set the appointment window between 3:00pm and 9:00pm local time
the night before the scheduled installation/service date. You must set the appointment window in DOLI
by 8:00am the day of the installation.

1. After dispatch time (approximately 3:00pm local time), log in to your DOLI Installer account.
2. Onyour DOLI homepage, click the blue Set Appointment Windows button.

DIGITAL ON-LINE INTERFACE SYSTEM (DOLI) [T

Welcome June 28, 2011 » 09:41 AN
Logout Account Condition:
MY TOOLS +~° | STORE VISITS = | Click on any flashing icons

MY ACCOUNT EL |

to deal with orders appropriately.
ENTER ORDER [ |

DISPATCH BOARD [V |

DOWNLOAD | PRINT ORDERS % |

You have
ESCJ\AIED

Set

Search (zelect one)

Job Number %

Appointment
Windows

FIND O

Note:

This displays your appliance jobs for the next day that are currently in Scheduled — Dispatched or

Scheduled — Accepted status.

If you do not see the blue Set Appointment Windows button, one or a combination of the following factors

apply:
[ ]

You currently have no appliance jobs scheduled for tomorrow

Your currently have no appliance jobs for tomorrow with a status of Scheduled — Dispatched or
Scheduled — Accepted

Appliance orders scheduled for tomorrow have not yet dispatched

If the orders displayed were scheduled prior to June 29, 2011, you will see the scheduled start time. If the

order was scheduled on or after June 29, 2011, you will see a default start time of 8:00am and default end
time of 5:00pm.

-

G AL O L INE N T REACE 5 S T £ (1D L1 ) - —

¥ JabA  Selrg Ssore  Pckug Shore

Please select a S1at Tise for aach [ob. The End time will De Jutomatically $6110 3 BOLS 1A2er TAIN the LN time
Once you have 442 2 window for each |ob, chck 'Tontinue’ 1o sUbMIL the JEpomiment Windows.

irntadl Type xtadaton Ares Tech Hame wted Date Apportirace Windos

PETERSBURG

a 11w 0¥ AM Y EntR00FM

3. From the Appointment Window Start field for the desired order, select the start time for the installation window
you agreed on with the customer.

-

GG T AL O LINE N TE R ACE 5 Y T E M (D L1 | 7 S —

¥ JabA  Selrg Ssore  Pckug Share

Please select a 510t Tise for each job. The End tise will De automatically 56110 3 BOLrs LALer than the SLan time.
Once you have 481 2 window for sach |ob, chick 'Tontinue’ 1o SUbMIL the Jppomtment Windows.

rotadl Type Cuvtomer Phore nvtalaton Ares Tech Mame wtad Date

——

ave M)
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a. From the first drop-down, select the hour.
b. From the second drop-down, select the minutes.

Note: You may select minutes for the start time in 15 minute increments.
c. From the third drop-down, select AM or PM.

Note: DOLI automatically calculates the three-hour window based on the start time you set and provides
Window End time.
4. Click the Save button corresponding to the job.
Note: This displays a Y to the right of the job, indicating that the start time has been set for that job.
CAGITAL ON-LINE INTERFACE SYSTEM (DOLI)

Please select 2 St Time for each job. The End tise will De automatically sel te 3 HOUrS IMer ThAn the St time,
Once you have set a window for each job, click ‘Continue” to submt the appointment mindows.

f  Job#  Selng Stoew Puxsp Store et Type Cusomer Frone NN Arey Toch Namn wvsall Dune ApOorErTesnt FASGom
PETEREBURD (RGHAL =
= =
Cesr:
TREBURG, VRoT = f 3

2 i ™4 " Mcsabood. Dudted o Ductass ENSBURG. WO v v P e Emoiiseu

" " Dttyasstve v 0 viFM e Esccoaru |
4 " "™ Destvaastne OADTEDIY geat (BT ¥ 08 ¥ PM ¥ Endt 10200 |
£ i " L Mcratood Dusdes o Ducsass OA10301T gext 10 ¥ 00 ¥ AM »  Eea 102ru |

T e Dtsvanstve OSIEPNY  sene |07 W1 08 ¥[AM ¥ 02 004 [See]

Sxe A2 |
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Appliance Job 100% Roll Provision

When you accept an appliance job in DOLI for service by you or your company, Installs requires a 100% roll provision
on that job. Our expectation is that you will roll to that job during the scheduled arrival window for installation/service,
regardless of whether or not you were able to successfully make contact with the customer to set the three-hour
arrival window.

Customer Not Home Policy

If you arrive at customer’s location and they do not respond to your attempts to make contact, wait 15 minutes; call all
available numbers for the customer on the Installs Work Order. Notate DOLI with notable features of the premises
(example: green Honda in driveway) so that there is objective evidence on the order for the customer No Show.

If you make successful contact with the customer, work with the customer to determine whether the service can be
achieved within the service window. If rescheduling is required, call Installs so we can assist with the rescheduling
and DOLI updates.

If the customer misses an appointment window that was properly provided by the technician in the confirmation call
and documented in DOLI the day before, Installs will pay the technician a $25 appearance fee.
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Installs In-Home Consultation Process

Note: A customer may purchase an In-Home Consultation service from the client/store if they need an installer to
come to their home to:

Review the installation site

Take measurements of existing openings for appliances

Advise of any structural or electrical changes that may need to be made prior to installation
Make service recommendations

Offer a professional opinion on the feasibility of the desired installation

Use the following process for any In-Home Consultation.

1. When you perform an In-Home Consultation, you must complete the In-Home Consultation Form (see Appendix I)
that prints with the order paperwork from DOLI. Please note that forms may vary depending on client.

Ensure that all notations are legible.

Include all known obstacles for installation, recommendations for product including dimensions (length, width,
height, depth), and recommendations for services.

When evaluating the customer’s site for appliance installations, be mindful of and document the location,
height, and placement of current and needed power connections, and notate the type (110 vs. 220 outlets).
Notate the energy source(s) the customer has available and/or wants to use (gas vs. liquefied petroleum vs.
electric).

In the SKU Based Service Solutions section of the In-Home Consultation Form, notate the appropriate
services and quantity to be sold at the store.

If the standard SOWSs or services do not encompass the work required, include recommendations for all
custom labor.

In the Custom Material and Pricing section of the In-Home Consultation Form, document any materials or
parts that may be needed that the customer will be charged for directly at the time of installation.

Note: Be sure that your calculations in this section are complete and accurate. Once the charges are
submitted to the store/customer, you will be unable to add charges you may have forgotten to include.
In addition, if you do not present any additional charges on the form, and later discover during the
installation that you missed a chargeable labor function, you must complete the install without charging
the customer.

Include a listing of the customer’s existing equipment and/or product, if applicable.

At the bottom of the form, include any vital notes or other important information that the store will need to
know to properly sell the correct product.

2. When you have completed the form in its entirety, scan and save the form as a PDF file. Upload the PDF to DOLI
using the Upload Form button on the order.

Note: The recommended size per individual file uploaded to DOLI is 4 MB. Use an application such as Adobe

Acrobat, Win2PDF, or CutePDF Writer to convert the scanned file to PDF.

3. You must upload the scanned PDF of the In-Home Consultation Form and close out the order the same
day you perform the consultation.

Note: When you upload the completed In-Home Consultation Form to DOLI, it is immediately emailed to the

manager of the store on which you are primary. We recommend that you routinely follow up on
consultations with the manager of the store so that you and the store manager can be prepared for the
customer’s return visit to the store, purchase of product and services, and subsequent installation
appointment. This is a great opportunity for you to build your relationship with the store.
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Installs Upsells Process

Note: An upsell is the sale of additional products or services to a customer while onsite to perform the service the
customer already purchased.

Use the following process for any onsite upsell opportunity.

1. CallInstalls for any service or product upsell to a customer, or if a customer requests or expects you to
complete work that falls outside of the provided SOW.

Note: Installs will help you ensure that the appropriate client-specific procedures and approvals are applied.
2. When you contact Installs, the Installs agent documents the upsell in the notes on the order in DOLI,
including:
a. The additional parts and/or services that the customer is purchasing.
b. The reason the customer needs the additional parts and/or services for the installation.

3. FOR SERVICES: If the upsell is for additional services, Installs processes a credit card payment from the
customer over the phone.

4. FOR PARTS: If the upsell is for parts, you sell the parts directly to the customer.

a. You provide the parts, which must be from the Acceptable Range of Additional Charges list (see
Appendix Il) and sold at a price that falls within the approved price range for the part.

b. You collect payment directly from the customer, with payment made to your company (if payment is
made by check, ensure that the check is made out to the company name, not to the individual
technician’s name). Provide a receipt to the customer.

c. Before beginning the installation, document a full description of the part(s) sold and obtain the
customer’s signature, indicating their approval, in the Additional Work/Parts Section on the Control
Form.

5. During close-out of the order, you must notate all additional services and/or parts sold and the reason(s) for
the upsell(s) in the notes of the order in DOLI.

Note: Cross-selling any other services to a customer while inside the home is completely prohibited. Any service
provider/installer/technician who sells directly to a customer while on an Installs job will be found to be
in breach of their contract with Installs and will be pursued legally. Failure to comply with the Installs
upsell process is a violation of your contract with Installs and may result in termination of your contract.

If you have any questions regarding the Installs upsell process, please call 1-888-490-4321, option 1.
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Installs Order Paperwork

Pick-up and Delivery Form

Use the Pick-up and Delivery Form (see Appendix IIl) to document the pick-up of products from the pick-up location
and the delivery of the products to the customer.

The Installs Pick-up and Delivery Form prints with the order paperwork when you click Print Order on job in DOLI.
The properly completed Pick-up and Delivery Form is one of the items that must be submitted to Installs in order for
you to receive payment for the job. See the “Submitting Paperwork to Installs for Payment” section of this document
for more information.

All fields on the Pick-up and Delivery Form must be completed by the installer and confirmed by the store associate or
customer via initials or signature.

Customer, Delivery Technician, Store Location, Work Order Information, and Additional
Instructions Sections

INSTALLS INC PICK UP AND DELIVERY FORM
CUSTOMER WORK ORDER INFORMATION

[Name] [INSTALLS inc Job #]
[Street Address] [hhgregg Order #]
[City, ST ZIP Code] [Install Date]

DELIVERY TECHNICIAN Additional Instructions:
[Company MName]
[Ii Vendor Number]
[Contact Number]
[Tech Name]

STORE LOCATION

[Store Number]
[Street Address]
[City, ST ZIP Code]
[5tore Contact Number]

e The Customer, Delivery Technician, Store Location, Work Order Information, and Additional Instructions
sections at the top of the form are auto-populated by DOLI before you print the form.
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Product Pick Up Section

PRODUCT PICK UP

Eath product picked up for deivery must be entered in the cpace below, Technician is to impect cuter packaging far any damage inchuding holes, serapes, cul & repaired areas, forklilt srapss, tie
marks, or 2y other ndication that product inside may be damaged. I outer packaging & damaged in any way, tachnican must not accept products from store and must contact INSTALLS inc from stone
lecation for further direction at 1-865-900-4321, option 4.

Is : : .
Product Description Model# | 7 Of Packaging Store Associate | Delivery Technician
maged

Y N

Y N
Y N
Y N

Shore hasociabe and Delvery Techrician must sign below indicating that products listed above have bean presertsd to Hhe technician without demage to the packaging thal might indicate damage to the
product e, Technaian ndeates products srepted for soie purpise of delvery T the astomer named on ths foem,

Store Associate First Name Last Name: Signature X

Delivery Technician First Name Last Hame Signature X

e Inthe Product Pick Up section of the form, list each product for the order.

e You are required to thoroughly inspecting each product for damage BEFORE accepting it. Open the carton to
inspect the unit. Be sure to open the product in a way that maintains the integrity of the packaging for transport.
If you find damage to the unit:

¢ Document the damage on the Pick-up and Delivery Form (Is Packaging Damaged - Y or N).
e DO NOT accept the product. Request a different unit from the pick-up location.
e Call Installs Field Support at 1-888-490-4321, option 1, to report the issue.

e Any damage discovered after pick-up is your responsibility.

Signatures and initials are required where indicated on the form.

Product Delivery Section

PRODUCT DELIVERY

Each product defivered must De antersd in the space balow in the prasence of the: customer. By indtialing, Technician and Customes indicate agrasment an what produds wers delivered,

Delivery Technician
Initials

Product Description Model # # of Boxes | Customer Initials

Delwery Technician ard Customer must sign below indicating that all products listed above have been defiverad bo the customer,

Delivery Technidan First Narme Last Name Sagnatume ¥
Customer First Mamne Lagt Name Signature X
PRODUCT FAILURE NOTICE

Technidian must maintain integrity of boxes when unpacking equipment in case of return. If equipment is not functional, technician
must contact INSTALLS inc at 888-490-4321, option 4 to document issue, contact store at number above, neatly re-pack equipment in
original boxes and return product to store for exchange.

e Inthe Product Delivery section of the form, enter a brief description of each product delivered to the customer.
Include the Model Number and Number of Boxes delivered for each product.

e Signatures and initials are required where indicated on the form.
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Control Form

The Control Form (see Appendix IV) used by Installs offers you several opportunities to document the status of the
product throughout the installation process. The completed Control Form provides a paper trail of the installation
event, and is utilized in any escalation or damage claim proceeding.

The Control form prints with the order paperwork when you click Print Order on job in DOLI. The properly completed
Control Form is one of the items that must be submitted to Installs in order for you to receive payment for the job. See
the “Submitting Paperwork to Installs for Payment” section of this document for more information.

All fields on the Control Form must be completed by the installer and confirmed by the customer via initials or
signature.

Customer, Order, and Equipment Sections

CONTROL FORM
CUSTOMER NAME:
CLIENT CRDER 1D # INSTALLER MAME: CITY, STATE:

INSTALLATION|3) PURCHASED
Qty SKU Description

ECUIPMENT PURCHASED
Qty Name Sku Model Serial

e The Customer Name, Client Order ID #, Installer Name, City, State, Installation(s) Purchased, and
Equipment Purchased fields are auto-populated by DOLI before you print the form.

Damages Section

DAMAGES (customer acknowledgement of damages before and after installation)

NO PRE EXISTING DAMAGE [] or DAMAGE DETAIL

CUSTOMER INITIAL

NO INSTALLATION RELATED DAMAGE [] or NEW DAMAGE DETAIL

CUSTOMER INITIAL

e Inthe Pre-Existing Damage section, document any pre-existing damage found at the installation site:
o Prior to beginning any installation activities, thoroughly inspect the installation site for pre-existing
damage.
o Document any pre-existing damage on the Control Form. Damages include scratches, blemishes, dents,
tears, cuts, chips, breaks, water damage/leaks, etc. in the floors, counters, cabinets, doors, trim, walls, as
well as other appliances, fixtures, or furniture in the vicinity of the installation site.
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o Take photos of pre-existing damage, ifiwhen appropriate and permitted by customer. If customer does
not permit tech to take photos of pre-existing damage, call Installs Field Support and ask the agent to
document specific details of the pre-existing damage in DOLI.

= Do not submit photos to Installs/DOLI; keep in case of escalation.
o Include notes outlining the steps you took to report/document (e.g., photos, call to Installs) the damage.

e Inthe Installation Related Damage section, document any damage to the product and/or to the customer’s
property that is a result of the installation process. Damages include scratches, blemishes, dents, tears, cuts,
chips, breaks, water damage/leaks, etc. in the product, floors, counters, cabinets, doors, trim, walls, as well as
other appliances, fixtures, or furniture in the vicinity of the installation site.

o Take photos of installation related damage, if/when appropriate and permitted by customer. If customer
does not permit tech to take photos of pre-existing damage, call Installs Field Support and ask the agent
to document specific details of the installation related damage in DOLI.

= Do not submit photos to Installs/DOLI; keep in case of escalation.
o Include notes outlining the steps you took to report/document (e.g., photos, call to Installs) the damage.
e Customer initials are required where indicated
e When it comes to damages, you can never provide too much documentation!

Additional Work/Parts Section

ADDITIONAL WORK/PARTS (if necessary) TOTAL ADDITIONAL CHARGES §

| hereby authorize the above named installer to complete the additional labor required, provide additional parts as necessary and obtain all permits required as
described above and | acknowledge that the installer has fully explained and documented all additional charges. | agree to pay for the charges listed above for such
additional labor, parts, and permits, which may be necessary to complete the installation. I fully understand that these charges are not refundable once the
installation has been completed.

CUSTOMER SIGNATURE DATE

e Review any additional charges for parts and/or services with customer
o Any additional parts sold to the customer must be on the approved parts list.

o Any additional parts sold to the customer must be sold at a price that falls within the price range indicated
on the approved parts list.

e Customer must sign and date the form authorizing the additional charges

Recycle Section

Recycle? DOES CUSTOMER WANT REPLACED APPLIANCE RECYCLED? (CUSTOMER INITIAL) YES NO

PRODUCT SWAP DOES NOT INCLUDE RECYCLING N/A__

e Customer must initial on the “YES” or “NO” line to indicate whether or not s/he wants the replaced appliance
removed from the site for recycling. See the “Recycling Form” section of this document for more information
about recycling.

L installs.



Anti-Tip Bracket Section

ANTI-TIP BRACKET** Please

note: If you have purchased a range/oven, an anti-tip bracket is included for installation. The manufacturer's installation directions may require that the anti-tip
bracket be installed as part of a proper installation of the range/oven and to provide stability. The risks of NOT installing the anti-tip bracket include, but are not
limited to, bodily injury, property damage and death. If you DO NOT WANT and REFUSE installation of the anti-tip bracket, please note that by signing below, you are
releasing your right to make a claim for any liability that may arise from your refusal.

(initials) | REFUSE TO HAVE THE ANTI-TIP BRACKET INSTALLED

(initials) | ACCEPT INSTALLATION OF THE ANTI-TIP BRACKET

e The Anti-Tip Bracket must be installed on every range.
o If the customer accepts installation of the bracket, they must initial Control Form.
o If the customer refuses installation of the bracket, they must initial Control Form.

Customer Sign-Off Section

BY SIGNING BELOW, | AGREE THAT THE INSTALLATION OF MY APPLIANCE(S) HAS BEEN COMPLETED TO MY SATISFACTION AND THERE WAS NO DAMAGE TO
MY PRODUCT, RESIDENCE OR PERSONAL PROPERTY (OTHER THAN NOTED ABOVE) THAT MAY HAVE RESULTED FROM THE INSTALLATION SERVICE. BY
SIGNING BELOW, | HEREBY RELEASE hhgregg STORES, ITS PARENT COMPANY, AFFILIATES AND ITS THIRD PARTY SERVICE PROVIDER FROM ALL LIABILITY
FOR ANY DAMAGE TO MY RESIDENCE OR PERSONAL PROPERTY (OTHER THAN NOTED ABOVE) AND FOR ANY INJURY, LOSSES, OR DAMAGE OF ANY KIND TO
PERSONS, INCLUDING DEATH, OR PROPERTY DAMAGE RESULTING IN WHOLE OR IN PART, DIRECTLY OR INDIRECTLY. IN THE EVENT THAT | HAVE REFUSED
THE INSTALLATION OF THE ANTI-TIP BRACKET TO MY RANGE/OVEN.

CUSTOMER SIGNATURE DATE

INSTALLER SIGNATURE DATE

e The customer and the installer must sign the Control Form at the completion of the installation.
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Recycling Form

The Installs Recycling Program, also known as haul-away, documents compliance with recycling and disposal
regulations when an old appliance is removed from the customer’s home. The Installs Recycling Program form (see
Appendix V) must be completed for every job on which you haul away any replaced product.

If Recycle is included on work order, confirm with the customer that s/he wants the old unit removed and recycled. If
Recycle is not on work order, you must still offer removal and recycling services to the customer. In this situation,
have the customer initial YES on the Does the customer want replaced appliance recycled question the Control
Form

If the customer initialed NO on the Does the customer want replaced appliance recycled question the Control
Form, you do not remove the replaced appliance from the site.

Installs requires technicians to provide recycling service on any type of like product we install. If we can deliver it, we
can recycle it. For example, if we are installing a dryer, we will recycle the replaced dryer.

You must return all appliances you haul away for recycling to the LDC, RDC, or crossdock within 24 hours of
the job.

#% | Installs Recycling Program | g%

0 T

By signing below | acknowledge and agree that the technician will take possession of
electronic equipment (listed below) for the purpose of disposing of the equipment at a
certified recycling center.

Equipment Information:

Make:
Model:
Serial Number:

Customer Signature: Date:

Printed Name:

e Complete all fields with the information requested
e Signatures are required where indicated
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By signing and properly filling out the information below, | acknowledge and certify to
INSTALLS and the retailer that |, the technician, properly delivered and recycled the
customer equipment (listed above) at the certified recycling center listed below, which
| have confirmed is authorized to accept the equipment.

Tech Signature: Date of drop off:

Store/LDC Location: Permit Number:

Store/LDC Signature:
City:
State:

e Complete all fields with the information requested
e Signatures are required where indicated

L installs.



Product Return Form

The Installs Product Return Form (see Appendix VI) must be completed by the technician if the uninstalled appliance
product is being returned (wrong product, product does not fit, product is defective, customer not home, etc.).

All fields on the Product Return Form must be completed by the installer and confirmed by the technician and client
representative via initials or signature.

Customer and Work Order Information Sections

CUSTOMER WORK ORDER INFORMATION
Naime
INSTALLS inc Job &
Address HHgregg Order &
Return Date
City, State, Fip

¢ In the Customer section of the form, legibly print the customer’s Name, Address, City, State, and ZIP Code.

¢ Inthe Work Order Information Section, print the Installs Job Number, client Order Number, and the Date you are
returning the product.

Technician and Return Sections

TECHNICIAN Reason for return. (print legibility )
Company Name
Am -
Tech Name
LOCATION OF PRODUCT RETURN Motes,

Store [ Warehouse
Number

Address

City, State, Zip

e In the Technician section, print your Company Name, your company’s Installs A#, and your name.

¢ Inthe Location of Product Return Section, print the Store or Warehouse Number to which you are returning the
product, the store/warehouse’s Address, City, State, and ZIP Code.

¢ Inthe Reason for Return section, legibly print the reason you are returning the product to the client.

¢ Inthe Notes section, print any additional information Installs or the client needs to know about the product or
return.

L installs.



Product and Signature Sections

Each product returned must be entered in the space below in the presence of the HHGregg representative. By initialing, Technician and hhgregg indicate agreement on what
products were returned.

Product Description Model #/Serial # Condition
of Box

Delivery Technician

HHGregg Initials Initials

Delivery Technician and HHGregg must sign below indicating that all preducts listed above have been returned.

Delivery Technician First Nams LastMame Signature X

HHgregg representative | FirstNams Last Hams SignaturaX

PRODUCT NOTICE

Technician must maintain integrity of boxes when unpacking equipment in case of return, neatly re-pack equipment in original boxes
and return product to original store or warehouse.

e Print the Description, Model Number/Serial Number, and Condition of the Box for each product being returned.
e Signatures and initials are required where indicated on the form.
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Submitting Paperwork to Installs for Payment

The following outlines the requirements that installers/technicians must follow in order to be paid by Installs in a timely
manner. Ensuring compliance with these requirements can help you receive accurate payments on time.

What to Submit

Note: Failure to submit the properly completed forms may cause payment to be delayed!

e All paperwork that prints out with a work order AND requires information to be filled out or signed should be
returned to Installs for payment. This includes the work order, control forms, recycling forms, customer
acceptance forms, etc.

o All paperwork mentioned above should be filled out properly and signed by the appropriate person. Failure to
have the documents signed will prevent Installs from making payment. In most cases, Installs must remit
these documents to our client, or at least maintain them on file.

e Make sure the job is completed in DOLI!

e |f the customer indicates on the control form that they want a replaced product recycled, you must include a
completed recycling form.

e If you are performing a service call, you must include a brief description of work performed and time on site.

e If you are requesting additional payment for any reason, you must include the amount, a description of the
reason, and the name of the approving agent at the bottom of the work order. This amount must be
consistent with the notes made by the agent in DOLI.

When to Submit

Submit paperwork by midnight on Monday the week after you completed the work.

How to Submit

There are three (3) ways to submit paperwork to Installs:
1. Email PDF document to paperwork@installs.com
OR
2. Upload to DOLI via the “Form Upload” button
OR
3. Faxto 1-888-655-8621; please be sure to confirm fax was sent, and that all pages were included

How Installs Makes Payments

¢ Installs sends payments via electronic file to your bank.
e Installs makes all technician payments using Electronic File Transfer (EFT).

Note: Installs activates the EFT process with the installer company during the onboarding process.
¢ Installs mails statements with payment details each Tuesday.

Problems with Payment

If you have a payment issue, please email accounting@installs.com. Include your A# and job number in the email
subject. In the body of the email, include a description of the issue, especially if it involves a short pay. If there are
multiple jobs, you can include them all in the body of one email.
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Handling Uninstalled and De-Installed Appliances

The UNINSTALLED AND DE-INSTALLED APPLIANCES provisions in the Installs Master Agreement for Professional
Services (appliance installation contract) outlines the actions required by the installer/technician when a new
appliance cannot be installed, and when an old appliance is replaced.

Uninstalled Appliances

If you cannot install a new appliance at a customer’s site for any reason, or you need
to exchange a product that was previously installed but had a defect or operational
Contract Provision: issue, you must return the uninstalled appliance to the same client distribution center
or store from which it was picked up within one (1) business day of the failed
installation attempt.

Failure to return the uninstalled appliance to the client’s distribution center within one
Consequence for (1) business day will result in a chargeback to you for the full retail price of the
Non-Compliance: appliance, termination of your appliance agreement with Installs, and may result in
criminal prosecution.

When the product return is delayed, the customer’s refund is delayed. The customer
is also left unaware of the status of the appliance that was removed, and is left unable
to track it. This causes unnecessary and unacceptable damage to customer’s
confidence in the client/store, in Installs, and in the installer. Delayed returns also
directly affect the client’s inventory and can trigger an audit division investigation,
which has a negative impact on you and Installs.

Reason for Provision:

De-Installed Appliances (For Recycling)

If you de-install an old appliance and replace it with a new one, you must take the de-
Contract Provision: installed appliance from the customer’s site to the client’s local distribution center or
store for proper disposal.

Consequence for Failure to deliver the replaced, de-installed appliance will result in a $500.00
Non-Compliance: chargeback to you and may result in termination of your agreement with Installs.

Appliances must be properly recycled and tracked through the use of the documented

Reason for Provision: . X .
recycle form to ensure compliance with local and state regulations.

If you have any questions or concerns regarding these provisions in the contract, please contact Field Support team
at 1-888-490-4321, option 3, or email the territory team supporting your geographic area:

States Territory Email Address
CT, DE, ME, MA, NH, NJ, NY, PA, RI, VT T1l@installs.com

DC, MD, NC, VA, WV T2@installs.com

AL, GA, MS, SC, TN T3@installs.com

FL T4@installs.com

IN, KY, MI, OH T5@installs.com

IL, IA, MN, NE, ND, SD, WI T6@installs.com

AR, CO, KS, LA, MO, NM, OK, TX T7@installs.com

AK, AZ, CA, HI, ID, MT, NV, OR, UT, WA, WY T8@installs.com

General account inquiries; compliance paperwork | fieldrelations@installs.com
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Reporting No-Picks/No-Equipment for Appliance Jobs

If you arrive at an appliance pick-up location to discover that the expected equipment is not available, call Installs at 1-
888-490-4321, option 1, to report the issue. If you leave a voicemalil, it will be considered a call-in as long as you
clearly identify yourself, leave all affected job numbers, and provide a call back number where we can reach you.
Installs will follow-up to find out why the equipment was not available and work on resolving this issue that costs us all

valuable time and money.

If you do not call Installs to notify us that there was no equipment at the pick-up location, and the customer or client
contacts Installs after the appointment window reporting that the technician did not keep the appointment, the event
will be considered a tech no call no show, which will result in an escalation and penalty.
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Obtaining Parts for Installations
Installation Parts Kits

Some appliance installation orders include secondary SKUs for the parts necessary to complete each installation.

In most cases, the customer is charged for a parts kit when they purchase their appliance and installation service,
however, the parts are not supplied with the appliance or to the customer. As the installer company, you are
responsible for maintaining a stock of these parts for appliance installations (see Ordering Parts below).

Below please find the new secondary appliance SKUs, including the Scope of Work for each, examples of parts
covered by each SKU, and the flat rate of pay all technicians will receive from Installs for each SKU.

Secondary Appliance SKUs:

SKU:

6134 (Dishwasher Parts)

Scope of Work:

Includes all necessary parts to connect dishwasher to customer’s existing hot water supply
to existing cutoff valve, existing dishwasher drain connection, and new power cord if needed
for connection to a standard 110 outlet when unit is not hardwired.

Example Parts:

Stainless steel dishwasher water lines and associated adaptors, clamps, Teflon tape, power
cord, and 5/8” drain hose extension, if required.

SKU:

6135 (Gas Parts)

Scope of Work:

Includes all necessary parts to connect gas stove, cook top, oven, or dryer to customer’s
existing gas cutoff valve. On gas dryers, it would also include metal semi-rigid vent duct if
not already provided with dryer to meet code.

Example Parts:

1/2” or 3/8” gas flex line, flair fittings, clamps, pipe joint compound, and leak detector
solution.

SKU:

6136 (Waterline Parts)

Scope of Work:

Includes all necessary parts to install a new waterline up to 20’ to customer’s existing water
valve or to existing water supply line where saddle valve would need to be installed. Copper
waterline is the standard.

Example Parts:

20’ copper water line kit with saddle valve, and appropriate fittings.
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Ordering Parts

Installs’ preferred supplier for appliance and electronics parts is Petra Industries. Petra is the nation's top distributor
of consumer electronics, custom installation, mobile audio/video, and appliance connection supplies.

As an Installs technician, you can order parts directly from Petra. Installs recommends and encourages you to take
advantage of the volume pricing offered to our network partners to stock your supply of parts. To do so, you must
complete the Petra Credit Card Authorization Form (see Appendix VII), available on your DOLI homepage, and fax it
to Petra. Once your account is set up, you can phone, fax, or email orders to Jay Wehba, the Installs account
representative at Petra. You will receive free shipping for orders over $500, and, since Petra is centrally located in
Oklahoma, you will benefit from 3-day maximum shipping to either coast.

The blank Petra PO Form (see Appendix VIII), also available on your DOLI homepage, lists only appliance parts, but
you may use the form to order other items from Petra, as well. The complete, current list of Petra parts is available on
your DOLI homepage.

Please contact Jay Wehba at Petra with questions about parts or the ordering process:
Jay Wehba

PETRA INDUSTRIES

2101 S. Kelly

Edmond, OK 73013

Ph: 866-604-7286

Fax: 866-604-7285

jwehba@petra.com
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Understanding Escalations

An escalation is a ticket created by Installs in the DOLI system to bring attention to a job for either positive reasons,
such as recognizing an installer company or a technician for a job well done, or to collect information from all parties
involved in a negative customer service experience or incident.

Examples of positive escalations that can be opened on an installer:
e Customer or client compliments some aspect of the installation experience

e Installer company picked up a job outside of his area or as a last minute request that allows installs to meet
customer or client expectations

¢ Installs wants to express appreciation to a Technician who has made an extra effort to complete a work order
by going beyond the normal scope of work to satisfy the customer

e Technician has changed a customer’s negative feelings about a previous installer issue through their
exceptional work

Examples of positive escalations that can be opened on an installer:

e Technician did not show up for appointment and did not contact Installs to report that they could not keep the
appointment

e Technician arrived late for installation event without notifying Installs that they would not be able to make
appointment on time

e Technician exhibited unprofessional behavior onsite
e Customer calls Installs to complain about poor quality event

Escalation Investigation Process

When you see a negative escalation opened on your company, your first step is to thoroughly review the details and
notes documented in the escalation.

Next, take the time to update the notes of the escalation with a detailed description of the issue from your perspective,
providing any missing information, answering any questions, and clarifying any points of confusion. This step is
critical; it is your opportunity to provide Installs with the details of your company’s/technician’s recollection of the
situation.

Installs will review your updated notes, and continue researching the issue as necessary. Based on the type of
escalation opened, Installs may contact you to take necessary action on the situation. It is imperative that you
respond to open escalations as quickly and efficiently as possible. Delaying response to open escalations is
unacceptable, and may result in additional escalations being opened against you.

If you do not respond to Installs’ request for information regarding an escalation within 24 hours of our first attempt to
contact you, Installs will resolve the escalation with the customer using the course of action we deem most
appropriate. In such cases, you may be charged part or all of the cost to resolve the issue to the customer’s
satisfaction (see “Escalation Penalties” section below). The escalation will then be closed against you and another
escalation will be opened against you for unresponsiveness. When this situation occurs, you will have no option to
dispute the escalations (see “Escalation Disputes” section below).

When all parties involved have provided their input and the research of the issue is complete, Installs will determine
which party involved takes final responsibility for the escalation, and then close the case.
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BEST PRACTICES FOR INSTALLS APPLIANCE INSTALLERS

To help ensure successful appliance installations and satisfied customers, please read and follow the guidelines below.
By performing installations according to these best practices, we can prevent unnecessary damage to the customer’s
home, and the damage claims that follow.

Run the Unit

When installing appliances that connect to plumbing (e.g., dishwashers, washing machines, refrigerators with ice
maker/water dispenser), run the unit before leaving the customer’'s home to ensure that there are no leaks. Installs is
receiving numerous customer reports of water leaks after installation; this simple yet crucial step can help you identify
and correct a leak before it damages the customer’s home, and the customer’s confidence in your work.

Use Floor Coverings

When performing appliance installations, use protective floor coverings, such as moving blankets or rubber matting, to
prevent scratches on the customer’s floor. The customer will see this action as a sign of your respect for their
property, and as an indication of your attention to detail. Both of these impressions can lead to a positive experience
for the customer!

Inspect Equipment

e BEFORE you accept the equipment at the warehouse, open and inspect each unit for damage. Be sure to open
the product in a way that maintains the integrity of the packaging for transport. If you find damage to the unit:

e Document the damage on the Pick-up and Delivery Form (Is Packaging Damaged - Y or N).
e DO NOT accept the product. Request a different unit from the pick-up location.

e Call Installs Field Support at 1-888-490-4321, option 1, to report the issue.

e Any damage discovered after pick-up is your responsibility.

¢ Inspect the equipment again onsite with the customer before beginning the installation. Ensure that customer
agrees that there is no damage (initials Control Form).

e Inspect the equipment a final time with the customer upon completion of the installation. Obtain the customer’s
signature on the work order indicating that s/he is satisfied with the work performed.

Inspect Installation Site
e Prior to beginning any installation activities, inspect the installation site for pre-existing damage.
¢ Notate any pre-existing damage on the Control Form
e Take photos of pre-existing damage, iffwhen appropriate and permitted by customer
o Do not submit photos to Installs/DOLI; keep in case of escalation

e |If customer does not permit tech to take photos of pre-existing damage, tech calls Installs and has agent
document specific details of pre-existing damage in DOLI

e Note pre-existing damage on control form; include steps taken to report/document (e.g., photos, call to
Installs)
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Top 10 Dishwasher Installation Mistakes and Solutions

MISTAKE

10. Wired with undersized cord.

9. Junction box ignored, with wire nut junctions
“hanging out in space.”

8. Hoses routed against outside wall in cold climates.

7. Transporting a dishwasher in freezing temperatures.

6. Notlevel.

5. Plumbed to a cold line.

4. Not connected to GFI supply.

L installs.

SOLUTION AND RECOMMENDATIONS

12-2WG is standard for hardwired applications. Use a
heavy-duty grounded power cord with at least 16-gauge
conductors if you have to plug the dishwasher into a wall
receptacle.

It doesn't take longer to make the wiring connections
INSIDE the steel box, rather than outside. Don’t use
shortcuts here.

If a dishwasher's fill and drain lines are run back along an
outside wall in a cold climate, they will freeze when
outside temperatures drop. Keep hoses as far away from
the back wall as possible when installing in older homes.

If you live in a climate with below freezing winter
temperatures, be careful when transporting a machine,
new or used. If the dishwasher is exposed to freezing
temperatures for very long, such as when traveling in the
back of a van, or stored in a garage, there is a very good
chance that the residual water in the fill valve will freeze
and crack the valve. The tank sump, which normally
contains a bit of water, can also be damaged. New
dishwashers ship with some water in both of these areas
from factory testing, so be careful if you have to move
one in winter.

This was not quite as critical years ago when machines
used several gallons per fill, but today's water-frugal
dishwashers must be as close to level as possible. Lay a
torpedo level on the bottom basket track to measure front
to back, and along the top edge of the console to check it
side to side. Use 1/4" hardboard shims, if needed, to
bring a tank up to where it should be.

A dishwasher must be connected to a HOT water line.

While connecting to a GFI supply is not required, it is a
good idea. If water leaks down through the motor, the
GFI can be tripped early enough to save the appliance.



MISTAKE

3. Not attached to underside of cabinet or floor.

2. Garbage disposal knock-out left in place.

1. No drain high-loop or air gap to prevent grey
water migration.

Without an Air Gap
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SOLUTION AND RECOMMENDATIONS

We see a lot of machines just sitting in the cabinet

openings, not attached to anything, allowing the units to

tip forward when the doors are opened. This situation

could be disastrous if a child opened the door or crawled

up on it.

Note: Some countertop materials, marble, for example,
are not “installer friendly” when it comes to drilling
a pair of holes to secure a machine normally. In
such cases, there is usually a place in the frame
rails to run screws down into the floor. Otherwise,
a side mount option should be used. Do not leave
the dishwasher unsecured!

New garbage disposals ship with their dishwasher
connection blocked by a “plug” that has to be knocked
out to open the connection. This plug is not obvious and
it is easy to overlook. If you do not remove the plug, you
will end up with a dishwasher full of water that can't drain.

Use a hammer and 3/8" ratchet wrench extension to
knock these plugs out.

The #1, most common mistake we see made by installers
is not running the drain hose through either a high loop or
air gap. Without one or the other, sink grey water can
migrate over into the dishwasher tank, creating odor and
sanitation problems.

In some locales, building codes require an air gap, and
they are a good idea, but a loop of drain hose cable-tied
to one of the sink mounting clamps will do pretty much
the same thing. Strap the hose as high as possible
under the sink and you will not need to worry about grey
water. Where code allows, it is a better looking solution
than that air gap protruding up through the countertop,
not to mention the hassle of cutting a hole through the
sink or countertop to accommodate a gap.



FREQUENTLY ASKED QUESTIONS

General Installer/Technician FAQs

1.

How far out are jobs scheduled?

In general, most work orders are scheduled at least two days out, but may be scheduled further out based on
customer need and/or product availability. Scheduling procedures also may vary by client.

What is the Installs dress code?
Installers and technicians should maintain a neat and professional appearance, style, and hygiene when working.

See the “Installs Store Primary Dress Code” section of this document for more information.

Am | allowed to use my vehicle if it has branding on it?

A vehicle with existing branding can be used, but the branding should not show affiliations to any of Installs’
clients’ competitors.

Can | leave my business card with customers?

No. Installs and the client own the relationship with the customer. As such, the customer should be referred to
Installs for any follow-up questions, concerns, or problems with their installation service. If the customer asks for
your contact information, you should refer them to Installs as the primary point of contact for any future issues or
communications.

If customers have unrelated service needs (e.g., mow their lawn, move furniture, install a swimming pool,
paint their garage, etc.), can | negotiate privately to address them?

No. As an Installs contractor, you are not permitted to offer, accept, or refer work for Installs customers. If a
dispute or problem were to arise between you and an Installs customer, whether or not related to the Installs job,
Installs would be held responsible for the problems on your behalf.

Can technicians accept tips from customers?
No, Installs technicians are not permitted to accept or request tips from customers.

What do | do if the customer is not home when | arrive for the job?
Perform the following steps:
1. Callthe Installs at 1-888-490-4321, option 1.
a. Inform the Installs agent that you are onsite, but the customer is not home.

b. Provide a description of the house/site (e.g., blue house with white shutters; green Honda in the
driveway) for the agent to document in DOLI.

2. Call the customer at all phone numbers available.

a. |If the customer answers, inform the customer that you are onsite and determine if the customer
is able to keep the appointment.

b. If voicemail or an answering machine answers, leave a message informing the customer that
you are onsite. Include your number and ask the customer to call you back.

3. Wait onsite 15 minutes to see if the customer arrives.
4. |If the customer does not arrive within 15 minutes:
a. Tag the door.

b. Leave a voice message for the customer instructing them to call Installs at the phone number
on the work order to reschedule the service.
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8. How do upsells work?

You must call Installs for any service or product upsell to a customer. We will help you ensure that the
appropriate client-specific procedures and approvals are applied.

Please see the “Upsells” section of this document for more information.

9. Arethere any parts that | need to provide for appliance installations?

Installers are expected to maintain and have available supplies, tools, accessories, and parts necessary to
complete installations. Review the SOW prior to rolling to the job to determine what installer-provided parts are
needed for the installation. Review the approved parts list to ensure that you are using approved parts. Installs
recommends and encourages you to take advantage of the volume pricing offered to our network partners by
Petra to stock your supply of parts.

10. How long do | have to close out a job?
As a general rule, jobs should be closed out the same day they are completed.

11. How do I get paid?

Installs makes all payments to service providers by Electronic Funds Transfer (EFT). You will complete the EFT
form and provide a voided check from your checking account during the onboarding process, which allows Installs
to make your payments electronically.

See the “Submitting Paperwork to Installs for Payment” section of this document for more information.

12. What is an escalation?

An escalation is a ticket created by Installs in the DOLI system to bring attention to a job for either positive
reasons, such as recognizing an installer company or a technician for a job well done, or to collect information
from all parties involved in a negative customer service experience or incident.

Please see the “Escalations” section of this document for more information.

13. Is an open escalation preventing me from receiving work?

While you can receive new work when you have open escalations, it is IMPERATIVE that you respond to open
escalations as quickly and efficiently as possible. Delaying response to open escalations can adversely affect
your ability to receive new Installs jobs in the future.

14. How do | know who to contact at Installs when | have a question or problem?
Below please find email addresses for several types of issues you may have:

¢ Questions related to SKUs, order acceptance, escalations, scheduling, or trip charges for a specific job:
clientservices@installs.com

e Questions about your account status, general policy, procedure, or compliance updates (background
checks, insurance, etc.): fieldrelations@installs.com or 1-888-490-4321, option 3

¢ Questions about the education site: ecadmin@installs.com

e Technical difficulties or feedback regarding the DOLI system, including DOLI Mobile:
dolifeedback@installs.com

e Questions about a commercial project: projectmanagement@installs.com
e Questions about a specific payment date or status, or payment disputes: accounting@installs.com

15. What do I do if | forget my DOLI login information?
Contact Installs Field Support at 1-888-490-4321, option 3.
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16. Where do | find pay rates?
For pay rates for a specific job, pull up the job in DOLI and click the Pay Rate button.

For your pay rates by SKU, click My Tools on the DOLI homepage, then click Download SKU List. You can
search by SKU number, by SKU Type, and by Client. After selecting your search criteria, be sure to click the Get
SKU List button to run your search

17. How can | check my performance?
Perform the following steps:
1. Loginto DOLI.
2. Onyour DOLI Installer Home page, click the My Tools button.
3. Onthe My Tools screen, click the Reports button.
4.

On the Reports screen, click the My Metrics link to view metrics related to the jobs you have
performed; click the Escalations link to review the escalations related to your account.
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Appliance Installer FAQs

Policy/Procedure

1. How do | contact Installs when | have issues while onsite?
Call Installs at 1-888-490-4321, option 1 for any issue onsite.

2. What should I do to inspect the appliance?
You should inspect the appliance at several points throughout the installation process:

e You are required to thoroughly inspecting each product for damage BEFORE accepting it. Open the
carton to inspect the unit. Be sure to open the product in a way that maintains the integrity of the
packaging for transport. If you find damage to the unit:

o Document the damage on the Pick-up and Delivery Form (Is Packaging Damaged - Y or N).
o DO NOT accept the product. Request a different unit from the pick-up location.

o Call Installs Field Support at 1-888-490-4321, option 1, to report the issue.

o Any damage discovered after pick-up is your responsibility.

e Inspect the appliance for damage again onsite before performing the installation. If you find concealed
damage on the appliance before installation, note it on the paperwork and immediately call Installs at 1-
888-490-4321, option 1 to report the damage; the Installs agent will document the reported damage in
DOLI.

e Finally, inspect the appliance for damage with the customer upon completion of the installation.
Remember, any damage discovered after pick-up is your responsibility.

Pick-up Location Issues

1. What do | do when | arrive at the pick-up location and the equipment is not there?

Call Installs at 1-888-490-4321, option 1, and advise the agent that there is no equipment for the customer at the
pick-up location. The Installs agent will note the missing equipment in DOLI. The store (if store pick-up) or LDC
(if warehouse pick-up) will notify customer that their product is not available for installation. The store or LDC
updates the order status in DOLI to Waiting Client Action — No Equipment. The store or LDC contacts the
customer to reschedule the order in DOLI. Roll to your next job.

2. What do I do when | arrive at the pick-up location and learn that the equipment needs to be picked up
from somewhere else?

Call Installs at 1-888-490-4321, option 1, and notify the agent that the equipment is not available at the expected
pick-up location. Installs notates the situation in DOLI. Notify the agent if you have time in your schedule to go to
the new pick-up location. If not, the job may be rescheduled to a different date, time, and/or installer.

3. What do I do when | arrive at the pick-up location and learn that the order was canceled?

Call Installs at 888-490-4321, option 1, to have an Installs agent validate that the order is actually cancelled. If
the order was not canceled, Installs will advise you on the status of the order and the next steps necessary.

4. What do | do when | arrive at the pick-up location and learn that the order was already picked up?

Call Installs Field Support at 1-888-490-4321, option 1, and advise the agent that the equipment was already
picked up. Installs will investigate the issue and follow up with the customer, if necessary. Roll to your next job.
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APPENDIX |: APPLIANCE IN-HOME CONSULTATION FORM

Appliance In Home Consultation Form ~ IHETEHE

Customeer Name: Store#: Dot

Arkdress: Crgiar Freone:

Tachrdcan Mame: Techanician A Numbar:

Diagram

Appliance Checklist

| Description | | Height | Width | Depth

ltem #1
£ ltem &2

tem
E — — —
¢
3 Item &3
@ —_— —_— —_—
s

am &

ltem &5
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The cost of Custom Material is to be paid directhy
to the technician. All services are to be rung at the
store,

Technician Partners:
Please consult your Installs Authorized Parts
Pricing List for approprizate price ranges.

Cost of Custom Materials:

5

VITAL AND IMPORTANT NOTES TO SELLING STORE

LCorartoy e r Sopeafuen:

Coat ol Inwie Batice Services-

Tec=nican Sgnabure:
Coat o Custom Material a:
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APPENDIX Il: ACCEPTABLE RANGE OF ADDITIONAL CHARGES

ACCEFTABLE RANGE OF ADDITIONAL CHARGES
Minimum Maximum
Appliance  Additional Service  Description Prica Price
Ut the Teet, legs, Or 5100 Drackels off of a dishwasher
Cut Feet to remove old unit from space % 4000 | % 75.00
Elbows £ 1000 | % 20.00
Dishwasher
5/8. 1/2. 3/8 Fiting  |Parts and Labor on new compression fitting $ 1000 | % 20.00
Additional Duct Comverting duct work to allow fransition from external
OTR Work™ exhaust to recirculating or vice versa $ 6500 | % 200.00
Changing a round vent to a rectangular vent or vice
Vent Transition varsa (includes stack boot) $ 5500 |% 90.00
Cusiom Camnent
Cut* Shaving cabinet to allow new OTR fo fit $ 5500 |% 150.00
Furchase and installabion of standard gas flex line
Gas Flex Line when ane is not sold at point of sale $ 3500 | % 55.00
Shut off Valve Parts and Labor on replacing shut off vahle $ 9500 1% 100.00
Gas Dryer |Shut off Valve Parts and Labor on new shut off vale $ 5000 |% 20.00
Vent Hose Parts and Labor on replacing vent hosa $ 25001% 55.00
Fe-Houling vent Parts and Labor 10 re-route ventng T o000 | ¥ D000
Extra 50 feet undar
Waterline house Go into crawl space to run icemaker watarline $ 5500 |$ 125.00
Heplacing wall oven and the new one 15 actually
shorter {i.e. Combo unit such as microwave/oven
Shalf Build-up combo) $ 55.00 |$ 120.00
Running a dedicated 220 aelectrical line (Electrical line
neads to be run from main power source to wall oven
Converting from cavity, a licensed electrician will need to be contacted) | Site
Gas to Electric Parmit to be quoted also if required Survay Site Survey
Converting from Determine if gas line is existing (if not customer neeads | Site
Wall Ovens |Electric to Gas to contact their local gas providar) Survay Site Survay
Cutting Cabinets® utting the cabinets to allow new wall ovent to fit $ 8000 |5 250.00
GGas Shut Off Valve |Parts and Labor on replacing shut off vahe $ 5000 ]% 20.00
Purchase and insiallalion of standard gas Tlex Tine
Gas Flex Line when one is not sold at point of sale $ 3500 | % 55.00
[Garpage =34 =1gTe 1 aTw R (aT= 2 UF ay] o]0 uTw ]l fn] g £=T#]Fs D=1y =] g] i) Qg =]
Disposal Adding Pipe disposal unit. $ 5000 | % 100.00
Enlarge opening to  [Frce depands on how many cuts are neaded for umit
Counter Top to fit, excludes solid surfaces $ 5000 )1% 150.00
If no existing down Site
draift Survay Site Survey
Crawl Space/Crawl
Cook Top (Foo Raconstruct Vanting 7500 ]% 160.00
Converting from Site
Gas to Electric Survay Site Survey
Converting from Sie
Electric to Gas Suvey  |Site Survay
* Typical Pnice Hange. More Charges may apply depending on the customer's nstallation environme nt.
* All additional work will be performed at the professional discretion of the installer and the individual skill set.
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APPENDIX III:

INSTALLS PICK-UP AND DELIVERY FORM

INSTALLS INC PICK UP ANMD DELIVERY FORM

[ M|
[ Strest Address|
[City, ST ITP Code)

[IMSTALLS inc Job #]

[shgregg Order #]
[Install Date]

Addin ol Tt olions:

[Cmpany Mame]
[0 Vender Mumbser]
[ Comtmct Musmber]
[Tech Mame]

[ Store Humber|
[ Strest Address|

[City, 5T ZIP Code)
[Store Contact Mumbsr]

Enchi jpmatict phcioad U o dalisary mast L] B, = meoes curar pecheging for sy demage induding ok, soaped, ouf B wpares e, foncFE aomoar, te
ke, o sy oher ircdoason that orods inckds maey o daraged. IF e pedoaging & osmsged Iy =wy, mohncer ma not socRen prodiat from Boew e s contes RETRLS e from s
katier for Forthar Siecion o L-flfl-d10] opticr &

&+ ol
Boes

Dreliweiny Tedhnkcian

Product Description

Srzew Aapocime wred Daalivary Trachadomn N by s ak o ol maching AEAE CETEGS 0 e pecheging thar might Indicads Semege o= e

mmmmMmh_mdmy:hmwmhm

Sroig Associate Fine dmrs LT TS St
Deedivery Techmidan Firet: Bnma AT AETE SgmEie
FRODULCT DELIVERY

Exchi pmcuct deletrd mist o4 atees 0 the pace baosy r the preenos of e o, [ inibieing,. Teonicen snd OEterar indics

Proaduct Desoriplion Model & # of Bowes Dreliweiy Tedhnkcian

Cialvary Tacwician snd Customer mass Ligr beses indowdng tud ol prociuc licoad sooes fave been sellveres) o e cariem,

Deliwesry Tech lcian Firct: b Laar Sara Sgumie
IC ushosrer itz e Laar mra Sgmsiw
FROCART FAILURE NOTICE

Technbian musl meintain integrity of boooes when unpeoking equipment in case of Fetum. IT eguipment is ot Tuscionsl, technidan
st conteol INSTALLS inc ot EB8-450-4321, opthen 4 to docunmsent issue, contogt store ot number abowe, mestly ne-pech eguipment in
original boxes and Fefurm product to store Tor exdsange.
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APPENDIX IV: INSTALLS CONTROL FORM

CONTROL FORM
CUSTOMER NAME CLIENT ORDER ID %
INSTALLER NAME CITY, STATE

INSTALLATION(S) PURCHASED

DAMA GES (customer acknow edgement of damages before and afier installation)
NOPRE EXISTING DAMAGE [ or DAMAGE DETAIL

CUSTOMER INITTAL

MO INSTALLATION RELATED DAMAGE L] or NEW DAMAGE DETAIL

CUSTOMER INITIAL

ADINTIONAL WORE/PA RTS (if necessary) TOTAL ADDITIONAL CHARGES §

I hereby nuthorize the above named installer to complete the additional labor required, provide additional parts as pecessary and obtain all permits
required as described above and [ acknowledge that the installer has fully explained and docomented all additional charges [ agree to pay for the charges
listed ahawe for such additional lnbor, paris, and permits, which may be necessary to complete the installation. 1 fully wnderstand that these

charges are not refundable once the installation has been completed.

CUSTOMER SIGNATURE DATE
RE‘[.'IL'."E? DOES CUSTOMER WANT REPLACED APPLIANCE RECYCLED? (CUSTOMER INITIALY YES MO

ANTI-TIP BRACKET*® Plense note; Il you have purchased a rangaioven, an anti-tip bracket is included for installation. The manufacturer's installation
directions may require that the anti-tip bracket be installed as part of 8 proper installation of the range/oven and to provide stability. The risks of NOT
installing the anti-tip bracket include, but are not limited to, bodily injury, property damage and death. 17 you DN KOT WANT and REFUSE installation of
ithe anti-tip bracket, pleas note that by signing below, you are releasing your right o make a claim for any Lishility that may arise from yoor refusal

I REFUSE TO HAY E THE ANTETIP BRA CEET INSTALLED

ITACCEPT INSTALLATION OF THE ANTI-TIF BERACKET

BY SIGNING BELOW, | AGREE THAT THE INSTALLATION OF MY APPLIANCE S HAS BEEN COMPLETED TO MY SATISFACTION AND
THERE WA S NO DAMAGE TO MY PRODUCT, RESIDENCE OR PERSONAL PROPERTY (O THER THAN NOTED ABOV E) THAT MAY HAVE
RESULTED FROM THE INSTA LLATION SERY ICE. BY SIGNING BELOW, | HERERY RELEASE hhprege STORES, ITS PARENT

COMPANY, AFFILIATES AND ITS THIRD PARTY SERVICE PROVIDER FROM ALL LIABILITY FORANY DAMAGE TO MY RESIDENCE
OR PERSONA L PROPERTY | OTHER THAN NOTED ABOVE) AND FOR ANY INJURY, LOSSES, OR DAMAGE OF ANY KIND TO PERSONS,
INCLUDING DEATH, O PROPERTY DAMAGE RESULTING IN WHOLE OR IN PART, DIRECTLY OR INDIRECTLY, IN THE EVENT THAT
I HAVE REFUSED THE INSTALLATHION OF THE ANTI-TIP ERACKET TO MY RANGEDVEN.

CUSTOMER SIGNATURE DATE

INSTALLER SIGNATURE DATE
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APPENDIX V: INSTALLS RECYCLING PROGRAM FORM

#% | Installs Recycling Program | g%

T T

By signing below | acknowledge and agree that the technician will take possession of
electronic equipment (listed below) for the purpose of disposing of the equipment at a
certified recycling center.

Equipment Information:

Make:
Model:
Serial Number:

Customer Signature: Date:

Printed Name:

By signing and properly filling out the information below, | acknowledge and certify to
INSTALLS and the retailer that I, the technician, properly delivered and recycled the
customer equipment (listed above) at the certified recycling center listed below, which
| have confirmed is authorized to accept the equipment.

Tech Signature: Date of drop off:

Store/LDC Location: Permit Number:

Store/LDC Signature:
City:
State:
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APPENDIX VI: INSTALLS PRODUCT RETURN FORM

INSTALLS INC PRODUCT RETURN FORM

Company Name

A#

Tech Name

CUSTOMER WORK ORDER INFORMATION
Name
INSTALLS inc Job #
Address HHgregg Order #
Return Date
City, State, Zip.
TECHNICIAN Reason for return. (print legibility)

LOCATION OF PRODUCT RETURN

Store [ Warehouse
Number

Address

City, State, Zip

Notes.

products were returned.

Each product returned must be entered in the space below in the presence of the HHGregg representative. By initialing, Technician and hhgregg indicate agreement onwhat

Product Description

Model #/Serial #

Condition
of Box

HHGreqgg Initials

Delivery Technician
Initials

Delivery Technician and HHGregg must sign below indicating that all products listed above have been returned.

Delivery Technician First Hame

LastMams

Signature X

HHgregg representative | FirstNams

Last Mame

Signature X

PRODUCT NOTICE

and return product to original store or warehouse.

Technician must maintain integrity of boxes when unpacking equipment in case of return, neatly re-pack equipment in original boxes
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APPENDIX VII: PETRA FAST FAX ORDER/CREDIT CARD AUTHORIZATION
FORM

Fast Fax Order Form/Credit Card Authorization
COMPANY INFORMATION
] PLEASE CHECK IF NEW CUSTOMER o rore e siacs omeie, ek apgbaton i | PAYMENT TERMS REQUESTED
Company Name/ O 0D Certified Funds
Account No.: O con Campany Chack”
Customzr R0, No. Fad 1.0 Mo State Tax Resale No.: O] Met Account*
SHIP TH: O Budness O Besldence | [ Cradit Card o7l oet cedi
City - - ot nkemation below]
) ) ’ O Debit Card®® (M oxt debit
Phone Ko.: | ] Fax No- | 1 27 nkemation balow]
. " Naw Eoovas st conekis
Biling Address: e e
m: =it op: " "Cub cards am NOT s mmandd
Phone No.: | ] Fax N | ] Emal:
ORDER FORM
SHIF VIA: FREIGHT FOB:
any MODEL RO DESCAIFTION PRIE PER AMDUNT
1
2
3
4
5
[
QORDEARED BY- TOTAL
COMMENTS/SPECIAL IRSTRUCTIONS:
GREDIT GARD INFORMATION
Fleasa complets tis saction 1 paying by crealtigehit cam: |_E | E | | |m ) camisz[ |creatcaa [ peon cam:
el lEEIEEEEEEEEIEEEEF "B EIENIEE
Pleasa print name ECACTLY a5 1 2ppasrs on card
Authonzad usars
Ealinyg Adcress of Card Holkder
Caty Stais o
[ dp Reredy Fumonre Pafrg indis e, ing fo rogess 0 pman| for g onders mate Dy G5 mhane o amall [0 me siope raferen s oradl card These ordars
Wi Do made by Me ghope Hsfed sumoried osers Aoy changes sich a5 aidng or eEing msers gl he made in gy M Paie indosiies, i | 25sume
resnars ity for pay e <f pndersizod K@l Pele iodesiries, ioe. does I]I]IrI'EI'IlDI[IFI]ﬂ e e of deil cards dre fo polenial Dok oroces sing issees.
[ 2preg M2l Pel@ indisirias does nol 35 s0me y ITI"I:I'I'I'I}' mpFdap @y Dk fegs 2550 i@ed WITD DRk et carils. [ 00 sE020ee [ ik  me
5205 & Refurnd umanzzion palicies o fahfshad Dy Pafrs musires, ing § nawe raed me gowe comdlions & Eredy gres fo me foems o Fs EE
Autharized Signer [ate
Printod Mama of Signer Above
Fax B66-604-7288 Www.petra.com Phone 866-719-6292
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APPENDIX VIII: PETRA BLANK PO FORM

VENDOR PURCHASE ORDER
Mame: PETRHA INDUSTRIES
Address: 2101 S, KELLY
City'Sieie@p: EDMOND, OKLAHOMA 73013

enona’Fax: PH: 866-604- 7286 FAX 866-604-7285 THIS NUMBER MUST BE SHOWN ON ALL
Emall address: JWY EHBAGPETEA COM PAPERS AND PACKAGES
Cantact Name: JAY WEHBA
Payment Tams: SHIP T0 BILL TO
Ship Via: MHame:
Shipping Data: Address:
City/Sieie’ap:
Fraight: Phiona’ Fax:
No Charge Aftention:
aTty
OTY {5 ORDERED ITEM 2 DESCRIPTION 5 PE UHIT PRICE EXTEMDED AMOUNT LOCATION DEPARTMENT RECEINED
CORDS 0.00
PETS0-1020 &FT DRYER 3 PROMNG [E] 205 0.00
PETS0-1024 BFT DRYER 3 PROMNG 35 3.00 0.00
PET®0-2020 &FT DRYER 4 PROMG 24 450 0.00
PETS0-2024 BFT DRYER 4 PROMNG 24 .20 0.00
PETS0-1080 AFT RANGE 3 FRONG 36 523 0.00
PETS0-1084 BFT RANGE 3 PRONG 24 7.42 0.00
PETS0-2080 AFT RANGE 4 PRONG 24 7 ED 0.00
PETS0-2084 BFT RANGE 4 PRONG 12 1.5 0.00
TOTAL § 0.00
*This order 5 accepled In sccordance Wit prices and Cale
tarms of ssle mantioned harain, unless purchesing For Accounting Usa Cniy e p— Ron HSliﬂgEf BEEEE
egent has bean naliied of and has egread | anges
pror i snipment of SUch Qoass. Racaivad PO waniled Aporoved oy
1o original PO T
“Separgie Imvolcas and packing slips ars required far 2rd appravel:
each purchass order number. )

PURCHASE ORDER

Al 111310
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APPENDIX IX: SAMPLE INSTALLS APPLIANCE WORK ORDER

INSTALLS inc Installation Workorder (B8%) 490-4321 {888) 6565-8621 = Fax
Custamer Information Job Num ber 2437-674

BOB SMITH (716) 456-7891 < Phone Account f;
RENEGS e

testi@itestemail.com

Tracking #: Clignt:

hhgregg Appliances @« Store #207

Installer Information

Sched Date: 08/2472011 Installer: Phone:
Prosched Date: OB/30V2041 INSTALLS ING - TPG {888) 4890-4321
Promise Tima: 08:00am - 41:00am RECRLITMENTERINSTALLS. COM Fax:

ETA: 0&:00am e
Tech: Test Tach
Order Information R S —r——
Sarvices:
ity BKU Description
1 104 . Dishwasher -
1 8204 Clahwashar Add-on -
1 6208 Rangehood Add-on )
2 - 6134 Dishwasher Parts
Equiprmemt:
Qiy Hame Shu Modal Sarkal
1 8134 B4 Sarvics 6134
L Part 1 12345 . modell . Seriall__
1 INAHMD __WAMO Service L
LSy <. B134 _ Serviee . 8134
1. INANMD __ INANMD . Eorvice LU L
1 ~ Part2 _ BTE90  made|? ] _ seriald
1 INAKS INAI1E - Service ~ INAI1S T

By slgning Ihis warkordar | acknovdecye tat the instalier hag cormplated $12 Instalallonfasrdcs in accordance wil i dhedinitions
astahlished by INSTALLS i, This signature slae Mdicales fat there are no aulsianding issues ki [ be msoived partaining b Wis
“pre-paid” inslaliafon. Additonal wark nepofiation directly beteeen fie custamer and Installer are not appicebls lor Fa purpose af

thizs signalure.
Signature: : S . Date:
Printed Mame: i S — i
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[1) 6104 Dishwashar
Pro-Installation acliiies:

1. Zerdca Is for direst replacement of an edsing simibr appiance anly,

2. Taghnliclan parfarms a pre-5te survay % determine if the inslalaiion can ba compilad,

<. Techniclan a%sins parmit, i necessary, Customer |s respansible for price of permit

4. Tmchnizlen wpachks, inspects, and prepanes diskwashar for Installsfon

& Technician surveys and documants, on Conlrol Form, any adsling damages, blamishes andlar dafoots on s cainding
property imcluding, but st §mitsd b, plumbing and sleclics) serdoas, walls, fle=ing, cabinals, counlariop, ceiings and
appliances,

% ANy recessary charges for addifionsl isbar, parts, rasuling from findings are revavwad and signed off by caslomer on
Coniel Farm pricr %o beginning inalslabon.

Instafation:

1. Technician tarminates hal-waler serdcs, electrionl sendon, and lerminatesionps rochanical s [chrairs) as
Fessazaany,
2 Bchniclan mod®as edsting Dishwasher, as nocessary, 1 enaure clsarance in remove, Techricsan disconniects &nmd
reithiss edsling dishwashar rom surraunding cabinets and lidures.
Technizian datermines, confen with cuslomer and documents on tha Gonlral Form charges niacesaary far additional Bbor,
parls, or permits Sal s needed bo procesd wik be sendor, dua g B sondiens onca the ol dishiwashar has besn
ramaved. Technician has the custorer inilial tha Conlral Feem priar to conbraing.
Technician accommidales snd meets all plumbing, eleclic cadns as mecesd sy and possible fo meed builiing codes and al
manutachurers’ irslsitsicn speciications, but ot %o axceed authorlzed additions charge estimals provided | cuzstomer,
Techiczan installs new appiance aececading 1o the manufacirers apecificaiions and & cusiamars salisfantian,
Techrician connects alecbloal senice as required by Nakional Elecira Goda,
Technician ansures dighwasher is properly grounded,
Teohnlclan connects hal-vwaler feed 1o Dislwasher and discharge hoss by drain systom as regquired by natianal slak, ard
looal plusithing codes.
Teahnician answres discharge hasa is proparly eped to proven? backllow Inie dshwasher,
10, Rechniclen bres on ot walar feed and chesis all cannections,
1. Technician kesls dishwasher by marnusEly advancing Hmer i [l cypcls.
12 Techniclen advances Imer i wash” sych and ansures pump, spray arms andar leeers are functaning preperly.
12 Technicien advances fmer to “drain” cyck and ensures drain discherge puamg is harchoning propsrty,
14, Technician mociers afl connechons
& Shul-olf vaie, packing nid, and fings
® Slaio approved Wbking and dishwashar coupling
¥ Dischargs hasa conrectiaon by dispaes, air gap, or deain shem
= Alvdsible drain ine and supply ne conneetions
15, Techrician corracls eny defects in the instaliation (If spplcablal, and rakeets appliarce.
16, Techrician inspecls and ensures any sizreunding mechanica! sardces are irtact and frea of kaks.
¥, Technician inspecls and ansures distwastar by, Al Mot seas, pump saak, fiE-vakes ubing ate. ana free af laks ai al
wizlbda bocalions
8. “Technlclan revarse dod and acoess cover coke paneks ¥ deslred by cuslomer.
18 Technicien checks and varifins thal @ ussr lurctors arm oparafional Whan periorming s chack, Techniclan walks
thrugh a dema with fie cuslamer bo show the customes basic operalions of heir new applance. Techrician sebs the clogk
and prasels, i applicable,

e

EumEe A

S m

Comphalion:

1, Techniian ramesss carlan and packing maleriak frem premlsas,

& Tachnician ensures ol work arcas are mesd ciean, and dry,

3, Teehdician has costomer sign and dale eash Gontral Form sfer the inst@ladon e comphetad,
4. Technician signs and dales each Canirol Form afler e inslalalion b completed.
5, Technician ensures customer kas postession of:

heradacturar's wamardpregisTation card

Cramars manual

Imetabatian iretruciens /

Accessary lere (prediscl samples, Coupors, vdeo bpes, alg,)

LFT numberibar coda off carlon {for rebale i necessany)

Exceas hardwana

{1) B204 Dislvwasher Add-on
Pre-inatallation activities:

1. Service is for dinecd replaceivent of an exdsting simiar sppiance only.
2. Techmchan perfoima & pre-site surey b dalanmios if the inssalalin can b complaked,

L Installs. o
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3. Technickan allalng permil i eecessary. Cuslamar ks responsble for price of pamil,

4. Technicksn unpacks, mpecs, and propares dishwsaher for instalatian,

5. Technichas aureys and documents, on Conlral Farm, any edsting damages, Borishas Bor defecls an surrounding
prepedty Inciuding, Bul not freited to, phanbing aned alkeclical services, wals, looring, ssbinets, counlariag, calings and
appllances,

B Any necessary charges for adgWienal bar, parts, resuling from Findings ana reviewed and signed off by cusioenaer on
Canked Form prior te baginning instalaion.

Installation:

1. Teckrican tarminales hobwalker serdca, elecirical 2endos, and lerminalesicaps machanical sarveas (drains) as
MIBCASEATY.
2. Technician modifies esising Cistraashar, a5 necessary, 10 eneure ckaranss In remonal Techniclan dscormacls and
remcvas pdsing dishwsahen from surraunding cabinets and e,
. Tezhniclzm delarmines, canfors with cuslomer ard dacuments an the Coeteel Farm charges recassany o add¥onal laber,
s, of penmis thal are pesdad b procesd with he serdes, due 0 the condiBans once e okl dishwashor has baan
remicved. Techniclan hag the custormer initial the Sanlegl Ferm price % conining,
Techniclan accommedales and mests all plumbing, eleclic codes as nacessany and possbi to meal buikding codas and ai
manuacimers instafalian spacifications, bul ped o eresd suhorized sddifanal chargs exfmale provided %o cuslamar,
Techmician inslaks naw applancs according In the manufssluie's ssacifications s |o cusiormes's sadsfacion
Techniclan connesls seclicsl servon as requined by Mational Blectic Gode,
Technician ersures dishwashar is propedly groumded.
Techaician connadts hot-walar fesd lo Diskwashar and dischangs hose % drain syslem a8 required by natonal, steb, and
lecal plunching codes.
3. Technichan ensures dischange hoss b praperly keped b prewent backficow into dismashar.
10, Tachrician kims an hot water foad snd eheeshs 3l connoctions,
M. Technician ks dishwashar by menualy advancing s o 0l sycha,
12, Techniclan advances imer b Swash® oycle and ensures pump, spray @ sndior owers ane funcloring properky.
13, Tachnician sdverces imer to draln” oy cle shd ensures drain dachans puinp Is funchoning praperly,
14, Bschnician snanilars all connecBans
& Shut-off vahe, packing mi. and fitings
" Sials spproved tubling and diskwesher coupling
® Discharge hoso conneclion b disposes, @ir pap, ar drai slam
® Al sl drain Bng and suppdy linn connacbions
15. Techniclan corrects any dafects in the imatallation {if apphcabie), and relests apgliance,
16, Tochnician inspects and ensures sy surounding mechanieel semdces are infacd and fres of aks,
17. 'I‘eﬂn'i-;;n inspects and ensures dstiaasher teb, all molor 2eals, pump seals, ikvaie ubing, &ic. are Tree of keaks o al
wisibin kacafiona,
18, Technician reverse door and soceds covwer color pannls i deslred by cuslamar.
12 Techrickan chechs and vl thal &l user funclions are cpersicral Whan paromieg Tis check, Tackmkcian walks
frough @ dema wilh (he sustomer© fo show e cusiomar basis cperaions of thelr s appliance, Technician sats ihe clack
and prageda, if apphicabls,

Completion:

1. Technizian removes caron and packing materiak from premises,
2. Technician ensures sl work sress se naal, clean, and dry.
3. Techniclan has cuskames sign and date aach Confral Form after the installation i campleied.
4, Technicion signs aad dalas each Central Form allar e instaiation ks compihed.
% Technician ensures cusinmar has poagassion of -
= Manufacturary wantanty registration cend
B Oniwed's mnanisal
Iislalabon instructons
Accossoey Hams (product samplas, counons, Widad lapes, &)
UPC rumbertar code off caron (for rebate # necrssary)
Estass hardwsirg

Led

EN@mn A

{1) 5208 Rampahood Add-om
Pra-instaliation activiliee:

1. Sendce is for divect raplagenant of an sxisfing similar applance Gl

2. Techniclan parlorms & pre-sie sy 1 defermine if e instalalian can be

3. Technician akairs parmil, § necessary, Custorer is responsie far price af panmi,

4. Tethaician unpacks, inspacts. and prepares range bood for instalaton

§. Technician sureys and decurenis, an Contral Form, any essting damages, blevishes andlor defacts on surrounding
property ncluding, but ned imied b, plumbing and eleciical serdces, wals, flooring, cabints, counlariap, colings and
applianoes,

G, Any recessany sharges for addibong! labor, pars, resuliing from findings are resdewed and siored off by Guskmar on
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CONTROL FORM paier b baginnlng inslalaton.

7. Price to baginning e inslalstion, techriclan ansures area ks adaqualely prolected from Inschriant damage, and arayres
e aree. The custcres is also edvaed hal service may need % be shid down, HE NBCEESAry.

& Teshnician ansures wirk afea |6 adeguataly wanlllsed during inslalalon process

Installation;

Technizian Semrinales srd discannects slechincal sendca,
Tochnician dacenresis dust, IF applcatl,
Techinisian dsconnects, and resows exsting cooitep Irem suffeunding cabinats and Sxures,
Techiclan disconnect and remowes esting range bood from surmoursing cabinets and fdures.
Upon enfraclion, echnician dotermines, confers with cuslomer and dacumnents on tha COMTROL FORM changes
nacessary for addifonal hor, pans, or permits that aro needed |o procend with e senéce, due B the condilions found
Afler exdracton. Technician has Be cusiomar Inltial he CONTROL EORM,
Technickan Is ko accommaodala sandoes, If necessary and possibie, ko meel all pumbing, sleciic, and bulding codes and
&l manidackresalll instlalon specifications, but ral e escesd ashorized mddibonal harge esimate provided o
carslnrst.
7. Techniclan ranga hood accarding I the manulaslurersEEs specilicafons and b susiomerdBiils salisfachan.
& Technlclan connecls slciics! sendoe 2 required by Kational Elsckis Coda,
B Technitian reconnacts and 2eak be ecdsling duct, I appicable.
10, Technizlan &l componests such as fikers, access paneds, fight buts (suppled by customar and not ks sxceed
recommanded walldgs). :
M. Techmician sciaies and feele adsusl fan o &l spasds and ght at al sefings.
12, Technician ersures charcoal fitor s instelied Tor san-ducted sepdcalions,
13 Techician eraures beck-dralt dampar Is apering and chsing as reguined for ducied appicaiions,
14, Tachrician checks exorior wall £ap and ensures there ara ni Biockages.
13, Techeician menilors 8l conmecBans la ensure proper instalsien and cperafion.
16, Technician corrects any defects in s installafon (2 appicabla), and redsals appliance,
17, Tachnickan checks and vorifins that sl user lunciens ana operafonal Whan pariorming s check, mohnickan walik
throigh & deme with §a cuskmer s show tha customer basic aperafons of thedr new sepliance. Technician 258 the clock
&l proseds, | appiceiie,

Comphation

;g

fo

Technizien remowes carlan ard packing malestas rom premisas,

Technician ensures all wark aress ore neal, claan, and dry,

Techiigian has cusiomar slgn and dale sach Canlrol Form afer the instaliation i Conmpkeied,
Techmician signs and dabes each Contrel Farm afer $ie Instalkeion s complaled.
Technlcisn erdures cuslomer has poesoasion of

Manufacirer's wanmnbyfregisirabon card

Owmer's manugl

Instailafon insdrucions

Acsessery ilems (producl ssrples, coupens, vdeo tpss, sl

URC purmbaribar code off earlan (far rebals iF necessany)

Exnass handwara

{2) 8134 Dishwashor Farls

LIl

Servics Includes:

1. Imcfuides Al necossary parts tn connact dishwasher to cuskamans exialing kot waler supply with essling culoff vahw, extaling
digfrwashe crain connecien and power cord if needed for connecion fo standand 110 cubel when und is nol hardeinesd

2. Parls examplies, Stainkass slool distreashar water linas and ssseciated adaplors, clamps, Tafan lape, povear Gord and B
drain hoess wdansion if reguined.

Addditicnal Insbruclions:
This arder canlaing the following sddBonal insialaion packeoes: 5304 - Disheasher Add-on BI04 - Fangehood Add-on, B394 -
Dishrawasher Parts, 134 - Dishwasher Parls !

W you have any quastions persining to this work arder ploase call INSTALLS ing immadiataly.
SopyAaE 1 BISTALLS oo, LLC. 8 gkl o T S e e s
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