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1. Introduction
This procedure will assist in the steps needed to efficiently add photos to a specific job.

2. Definition
This procedure will be required each time photos are needed to be added to an order.

3. Procedure
e Login to Cyrious Production App
o https://production.cyrious.com
o Business Name: wcsigns
o Enter User ID and Password
e Entfer order number in search bar.
o Search
e Select “Actions”
o Select "Take Photo”
= Option 1:
e Take photo (with red lens circle)
e Review photo for accuracy
e Enter file name (Optional)
e Select "Upload” to submit or “Retake” to try again
e Files are uploaded to the photo file of the order selected.

= Option 2:
e Select "Upload” to access your devices gallery
e Select all photos needed from gallery
e Edit photo names (Optional)
e Form a folder by entering a folder name (Optional)
e Select "Upload” to submit photos
e Files are uploaded to the photo file of the order selected.

4. Forms
Procedure to be found on the server in: Y:\Westlund Concepts Forms\SOP\Operations

5. Requirements
A phone capable of running the Cyrious Phone App.
The App must be loaded and logged into.

6. Process Review
Project Manager responsible to review photos once uploaded.


https://production.cyrious.com/
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