
EZinspections Door Card Guide 

 

When completing inspections in the EZ software orders may be received from multiple clients.  These clients may 

request in your work order instructions that a door card or posting be left at a property.  In cases where you are 

instructed to leave any documents at a property these can be found in the documents section on the EZ website to be 

printed. 

 

 

 

 

The documents section can be found along the left-hand menu on the EZ website. 

 

 

 

 

 

 

 

 

Each client may provide instructions or door cards in slightly different ways, however the general process for locating 

the correct door card will be to locate the folder for the client, and the documents will be labeled the same as they are 

in your job instructions. 

 

The client name will be listed in the order information as part of the form name or job name.   

The client information and order instructions can be found by opening the job in the website and going to the order tab, 

as shown in the following examples. 

 

 

 

 

 

 

 

 



Example 1: 

 

**This order is issued by MCS and the instructions request that door card “I-116” be left if the property is occupied 

 

 

 

Locate the MCS folder in the documents section 

 

 

 

 

In that folder is a document labeled “All Door Cards and Postings” 

 

 

Within that PDF Document is the I-116 posting 

These print 2 per page and you will fill in the phone 

number given in the instructions 

 

 

 

 

 



Example 2: 

 

**This order was issued by Servicelink and requests doorcard SL-15 

 

Locate the Servicelink folder in the documents section 

 

 

 

 

Locate the folder which contains call back cards 

 

 

 

SL-15  is provided in the list of available door cards to download 

 

 

 

 

 


