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Physical Plant & Capital Planning Services 

Closing Work Orders 

• Open work task cabinet 

• Select the “Status – Complete not Closed” view 

• Choose work order to close and click OK. 



Physical Plant & Capital Planning Services 

Closing Work 

• Click the door icon to Close. 



Physical Plant & Capital Planning Services 

Closing Work 

• Enter failure information as 

appropriate 

• Add comments by selecting 

the General tab. 

• Note – Continue to use 

existing time card process 

• Click OK 



Physical Plant & Capital Planning Services 

Closing Work 

• Work order is now closed 

(removed from backlog).   

• Re-open the work order at 

any time by selecting the 

door icon again. 


