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Adding a New Work Order



Adding a New Work Order

Upon logging into the Facilitate platform, you will be brought to the “Add Work Order” page. 

You can also navigate to this page from the Work Orders Menu (upper left). 
Click the Work Orders menu and a list will appear. Choose “Add Work Order”.



Adding a New Work Order

On the Add Work Order page, you will see one or many locations, depending on which type of manager you are. 

If you are a district/region/territory manager, you will see all locations for which you are responsible. 



Adding a New Work Order

To add a new work order, click the           icon next to the left of the location.



Adding a New Work Order

Before adding a new work order, you should always review the Location History first. Location History is at the 
bottom of the page; scroll down to review it. 

This will help you to avoid the entry of a duplicate request, or one that was already completed/cancelled.



Adding a New Work Order

When adding a new work order, almost all fields are mandatory and must be entered, or your work order 
will not be entered into the system. (see orange chart below for details)

• PO Number: OPTIONAL field; you do not need to enter information into this field.
• Category: MANDATORY field; select the best Category from the list. 
• Task: MANDATORY field; select the best Task from the list and try not to use “Other”.
• Priority: MANDATORY field; select the proper priority based on the urgency of the request.
• Service Instructions: MANDATORY field; enter all details surrounding your request. 



Adding a New Work Order

When you are ready to submit the work order, click ‘Save” (bottom right).  



Adding a New Work Order

After clicking Save, you will be brought to the Work Order Details of your newly entered work order. 

From here, you can see the Work Order # and verify the details you entered. 



Work Order Details



Work Order Details

From the Work Order Details screen, “Order Detail” tab, you can see general information such as Work 
Order #, Created Date, Schedule Date, Category, etc. 



Work Order Details: Viewing Notes

From the Work Order Details screen, “Order Notes” tab, you can read existing notes and add new notes.

Existing notes are found at the bottom of the page.



Work Order Details: Entering Notes

From the Work Order Details screen, “Order Notes” tab, you can enter notes.

There are two ways to enter notes: You can choose to email your note or just enter a note without an email.



Work Order Details: Entering Notes

To enter a note without email…
1. Select a Note Type from the drop-down list if you do not want to use “General”
2. Type your note into the text box.
3. Click “Save Note”
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Work Order Details: Emailing Notes
To enter a note WITH email…

1. Select a Note Type from the drop-down list if you do not want to use “General”

2. Select Email Note checkbox, to the right of Note Type.

3. You can manually add an email address to the “Email To*” field, or you can select an email address from the pre-
populated list by clicking the drop down menu under “Pick From A List”. You do not need to populate both fields, but 
you must use at least one of them if you choose to email your note. 

• You can choose to use “Action Required”, but this is an optional checkbox. Using this checkbox will send the email with urgency.

4. Type your note into the text box.

5. Click “Save Note”
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Work Order Details: Viewing Photos

From the Work Order Details screen, “Work Order Photos” tab, you can see any existing photos associated 
with this work order. 

To view them, click “View” to the left of the photo. 
You can add your own photos from the “Upload Documents” tab. 



Work Order Details: Uploading Photos

From the Work Order Details screen, “Upload Documents” tab, you can upload/attach new photos to an 
existing work order.

To upload a new photo…
1. Select the Document Type of “WO Photo”. You must always choose this option, regardless of other selection options or what 

you are uploading. If you do not choose WO Photo, you will not be able to see the document you just uploaded. 

2. Click “Browse” and select one of the allowed file types (shown on the Upload Documents page itself for your reference). Locate 
your file from your device and select it. 

3. Click Upload when you are ready to submit.

4. To see the newly added photo, you must Refresh your Browser, then navigate to “Work Order Photos” tab after you refresh.
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Work Order Details

From the Work Order Details screen, “IVR” tab, you can see clock in/clock out records. When vendors 
arrive/depart from site, they are to use the Integrated Voice Response (IVR) System to check in and out.

You will see a record for every check in and check out, along with duration and number of technicians that 
are/were on site.



Work Order Details

From the Work Order Details screen, “Recurrings” tab, you can see all programs associated with your 
location. These Recurring Programs occur at your location on a set frequency. 

The frequency and months of service are listed in this tab for your reference.



Work Order List



Work Order List

The “Work Order List” displays all work orders associated with your location(s). 

To access the Work Order List, click the Work Orders menu (upper left); a list will appear. Choose Work Order List. 

The Work Order List will appear, displaying your applicable work orders. 



Work Order List

The “Work Order List” shows work orders based on the date range displayed. 

If you are a store manager, you will only see your location. 
If you are a district/region/territory manager, you will see many locations.

By default, your work orders will display by “Created Date”. That means, you will see all work orders, even if 
they do not have a schedule date.

If you change your search filter to “Schedule Date”, you will only see work orders with a schedule date, and 
are between that date range. 



Work Order List

The “Work Order List” has additional filters, in addition to the date range. 

Click “Show Filters” to see more options. To hide them when you are done, click “Hide Filters”.

Filters Explained: 

• Date Filter Type allows you to select between 
Created Date or Schedule Date; this dictates how you 
want to display your work orders. 

• Start/End Date allows you to choose the date range 
you wish to view. 

• Work Order Number lets you search for a work order 
by the exact work order number. 

• PO Number lets you search for a work order by the 
exact purchase order number (if applicable). 

• Work Order Type allows you to choose between 
Recurring/PM, Break-Fix, or All. 

• Recurring/PM will display program work 
orders that happen a routine basis. 

• Break-Fix will display unexpected, non-routine 
work orders (AKA Requests, On-Demand)

• All will display both types of work orders



Work Order List

The “Work Order List” may display more work orders than the page allows. If you have too many results, 
you may have to navigate between multiple pages of work orders. 

The page navigation is found at the bottom left. 



Work Order List: Sorting

The “Work Order List” has the option to SORT your data.

To Sort, find the column by which you want to sort. Click once on the column header to sort your list; click 
twice to reverse sort your list. 



Work Order List: Filtering

The “Work Order List” has the option to FILTER your data.

To Filter, find the column by which you want to filter. Each column header has a small filter icon.  



Work Order List: Filtering

The “Work Order List” has the option to FILTER your data.

After clicking the Filter icon, you will see a drop down list where you can select one or many items by which 
to filter your data. You can filter multiple columns at once.

Click OK when you are ready to filter. 



Work Order List: Grouping

The “Work Order List” has the option to GROUP your data. Grouping is a feature that consolidates a column 
header into various groups within the grid.

To Group, find the column by which you want to group. Then click and drag the column header into the grey 
bar above the grid itself. 


