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Create  
 

•  select the appropriate template 

•  double click or press enter 

•  a work order number is assigned 
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General 

Complete the following:  

• Entity number (building number) 

•  Title (work to be completed) 

• Work Type  (change if required) 

•  Crew  (trade) 

•  Supervisor  

•  Priority 
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Accounts 
 

•  enter the speed code  

•  enter the account  (for billable work only) 

 

Note: Residence accounts will populate 

automatically based on the entity (building) 

number 
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Categories 

• select the correct value 
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Description 

• enter the details of the work 
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Client 

• enter the appropriate information 

• save work order (click on disk on tool bar) 


