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File preview

Completing	
  Assignments	
  Guide	
  

To	
  complete	
  your	
  OnSource	
  assignment,	
  you’ll	
  upload	
  your	
  photos	
  or	
  video	
  and	
  notes	
  through	
  our	
  simple-‐

to-‐use	
   portal	
   (www.onsourceonline.com).	
   	
   Content	
   should	
   be	
   uploaded	
   immediately	
   following	
   your	
  

appointment,	
  but	
  no	
  later	
  than	
  3	
  hours	
  after	
  the	
  appointment	
  time	
  to	
  ensure	
  no	
  delay	
  in	
  payment	
  to	
  you.



Once	
  logged	
   into	
   the	
   OnSource	
  portal	
   you’ll	
  see	
   the	
   assignment	
  

to	
   upload	
   will	
   be	
   in	
   an	
   “Assigned”	
   status.	
   	
   Select	
   the	
   correct	
  

assignment	
  from	
  your	
  list	
  by	
  clicking	
  on	
  the	
  blue	
  link	
  (“Photo”)	
  to	
  

on	
  the	
  left	
  side	
  of	
  the	
  screen.	
  	
  	
  	
  	
  



1.	
  Choose	
  Assignment	
  and	
  Click	
  Link	
  	
  



2.	
  Select	
  Upload	
  Media	
  



Make	
   sure	
   to	
   transfer	
   the	
   image	
   files	
   from	
   your	
   camera	
   or	
  

smartphone	
   to	
   your	
   computer	
   prior	
   to	
   uploading	
   the	
   files.	
   You	
  

may	
   want	
   to	
   create	
   a	
   new	
   folder	
   on	
   your	
   computer	
   when	
  

transferring	
   images	
   from	
   your	
   camera	
   to	
   keep	
   them	
   organized.	
  

Select	
   the	
   “Upload	
   Media”	
   button	
   to	
   locate	
   the	
   specific	
   saved	
  

images	
  folder.	
  	
  



After	
   locating	
   your	
   saved	
   folder	
   where	
   the	
   images	
   were	
   saved,	
  

double-‐click	
   to	
   open	
   the	
   folder	
   to	
   view	
   all	
   the	
   images	
   for	
   this	
  

assignment.	
  To	
  upload	
  them	
  all	
  at	
  once,	
  highlight	
  the	
  first	
  image	
  

file,	
   then	
   –	
  while	
  holding	
   the	
   “Shift”	
   key	
  –	
   scroll	
   down	
   and	
   click	
  

on	
  the	
  last	
  image	
  file	
  (all	
  images	
  should	
  now	
  be	
  highlighted).	
  Click	
  

the	
  “Open”	
  button	
  on	
  bottom	
  right	
  of	
  the	
  window.	
  



3.	
  Select	
  Photos	
  From	
  Your	
  Computer	
  



4.	
  Files	
  Uploading	
  Status	
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You	
  should	
   now	
  see	
  the	
   files	
  uploading	
   on	
   the	
  OnSource	
   portal.	
  	
  

Depending	
   on	
   the	
   amount	
   and	
   size	
   of	
   the	
   photos	
   or	
   video,	
   this	
  

process	
   may	
   take	
   a	
   few	
   minutes.	
   	
   Wait	
   until	
   the	
   files	
   have	
  

uploaded	
  completely	
  before	
  proceeding	
  (the	
  status	
  will	
  display	
  as	
  

“Uploaded”	
  for	
  all	
  of	
  the	
  individual	
  files).	
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Completing	
  Assignments	
  Guide	
  

Use	
   the	
   “Comments”	
   box	
   to	
   provide	
   additional	
   information	
  

about	
   the	
   assignment	
   or	
   measurements	
   that	
   you	
   may	
   have	
  

recorded	
  while	
  on	
  scene.	
  	
  



5.	
  Comments	
  Section	
  	
  



List	
   the	
   names	
   of	
   individuals	
   present	
   during	
   the	
   appointment.	
  	
  

Once	
  all	
  photos	
  are	
  uploaded	
  and	
  comments	
  are	
  entered,	
  place	
  a	
  

Check	
   (þ)	
   in	
   the	
   “Request	
   Complete”	
   box	
   and	
   then	
   click	
   the	
  

“Submit”	
  button	
  to	
  complete	
  your	
  assignment.	
  	
  



6.	
  Complete	
  and	
  Submit	
  



The	
  case	
  should	
  now	
  be	
  in	
  a	
  status	
  of	
  “Uploaded”.	
  	
  We’ll	
  review	
  

your	
  content	
  and	
  send	
  the	
  files	
  to	
  our	
  client	
  for	
  approval.	
  	
  Once	
  

they	
   approve	
   the	
   files	
   (within	
   72	
   hours)	
   it	
   will	
   automatically	
  

queue	
  for	
  payment	
  to	
  you	
  d uring	
  the	
  next	
  cycle	
  –	
  there’s	
  no	
  need	
  

to	
  send	
  us	
  an	
  invoice.	
  	
  



7.	
  Uploaded	
  



	
  



Questions	
  or	
  Issues?	
  	
  

OnSource	
  Support	
  Contact	
  Information	
  

Images	
   must	
   be	
   uploaded	
   within	
   3	
   hours	
   of	
   the	
   appointment	
  

any	
  

Phone:	
   855-‐220-‐3590	
  	
  Option	
  1	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  time	
  

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  to	
  

	
  	
  	
  	
  	
  	
  ensure	
  

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  no	
  

	
  	
  	
  	
  	
  	
  	
  delay	
  

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  in	
  

	
  	
  	
  	
  	
  payments.	
  

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  If	
  

	
  	
  	
  	
  	
  you	
  

	
  	
  	
  	
  	
  	
  	
  	
  	
  experience	
  

	
  	
  	
  	
  

technical	
  issues	
  or	
  difficulty	
  while	
  uploading	
  your	
  images,	
  please	
  

Email:	
  	
   support@onsourceonline.com	
  

contact	
  our	
  Support	
  Team	
  ASAP	
  via	
  e-‐mail	
  or	
  p hone.	
  	
  

Hours:	
  	
   8:00	
  AM	
  –	
  8:00	
  PM	
  	
  Mon	
  –	
  Fri	
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