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Using the Vendor Portal

The Homepage
The Homepage is where you will navigate to the
following items:

Open Jobs: work orders not yet completed
Invoice Pending: work orders that have been
completed that are still pending photo upload
and invoice upload / creation
Completed / Invoiced: work orders that have
been completed and the photos and invoice
has been uploaded
Recurring Services: properties that have been
assigned to you for recurring services
(lawncare, snow removal, common area
cleaning). 
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The Open Jobs Page

Within the Open Jobs page, you will see all open jobs (work orders that are pending completion / not yet
completed). 

From this page, click on any work order to navigate to the work order details page. 
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The Work Order Details Page
On the work order details page, you will find the following information:

Work order number
Priority
Unit address
Tenant / GC uploaded photos
Brief description of issue
Detailed description of issue & desired outcome
Scheduled date
Resident contact information & call/text options
Access information
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On this page, you will also find a box to create and submit estimates. There are two options: either create an
estimate or upload a PDF estimate. You will also see a list of previously created estimates. 
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When you click on “Upload PDF Estimate”, a drive will appear for you to upload a PDF:
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When you click on “Create Estimate”, you will be prompted to fill in the following boxes:

Scope of work - Repair Option (if applicable)
Scope of work - Replacement Option (if applicable)
Material Description
Labor Cost
Material Cost
Note: Total cost will be autocalculated based on labor cost and material cost
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Once all fields are completed, you will have the option to preview the estimate:
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You will also have the option to print the estimate / save the PDF:
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On the Work Order Details Page, you will also find a box to submit a note to GC. This note will be submitted to the
GC work order dispatcher. Type the note and click “Send Note”. Multiple notes can be sent as needed, to include
scheduling issues, access issues, if a return trip will be needed, any observations from on site that GC should be
made aware of, etc. You will also see your previous notes sent. 

Once the work order has been completed, click “Mark Work Order Completed”.
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The Invoice Pending Page

Within the Invoice Pending page, you will see all work orders that have been completed that still require photo
upload and/or invoice upload or creation. 

From this page, click on any work order to navigate to the invoice pending details page. 
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Invoice Pending Details Page

On the invoice pending details page, you will find two buttons - one to upload photos and one to create an
invoice. 
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When you click on “Upload Photos/Files”, a popup page will appear for you to upload photos and/or a PDF
invoice. Once the upload is complete, you will see a “Success” notification as shown below.
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When you click on “create invoice”, a popup page will appear for you to enter a description of work completed,
a material description, labor cost, and material cost. The total cost will be auto calculated based on the labor
and material cost. 
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From this page, you can perform the
following three actions:

Preview the invoice details
Print or save the PDF invoice 
Submit the invoice to GC

Invoice preview page: 
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Print / PDF page:



GC REALTY & DEVELOPMENT, LLC | 219 E Irving Park Rd. | Roselle, IL 60172 | Phone: 630-587-7400 | Fax: 630-587-7301

When you click on “Submit Invoice”, you will see the following notification informing you that the invoice was
submitted successfully. 
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Once you have uploaded all photos and either uploaded a PDF invoice or created an invoice, click on “Submit”
at the bottom of the invoice pending details page.
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The Completed / Invoiced Page

This is where you will find all of your completed work orders performed this year. 
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Using the search bar, you can search for a particular work order or search for all work orders under a particular
address. You may also sort by last 7 days, last 30 days, or last 6 months. 

Note: only work orders completed in this calendar year will appear. 

From here, you may click into any completed work order to see the details.
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The Recurring Services Page

This is where you will find any properties that have been assigned to you for recurring services (snow removal,
lawncare, and common area cleaning). 
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When you click into this page, you will be able to click on one of the following options: Lawn Care /
Landscaping, Snow Removal, Common Area Cleaning
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When you click into each bucket, you will see the properties that have been assigned to you for that service. 
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Click on the property to:

View property details, service description, and service frequency. 
View property photos and upload new property photos
Send a note to GC
Mark a service completed
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To view photos, click on “view Gallery”. To upload new photos, click on “Upload Files”. 
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Once you upload photos to the drive (by clicking “Tap here to select files”), click “Upload to GC” to ensure the
photos are saved.

Once they are successfully uploaded, you will see a “Success” notification. 
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To exit the “View Gallery” page or “Upload Files” page, click “Close” in the upper right hand corner of the page
to return to the property page. 

To send a note to GC, simply write your note and click “send to GC”. You can also view all of your past notes. 
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To confirm completion of service, enter the date the service was completed. Then, within the “Complete
Service” box, click “Mark Completed”.


