
Quick Start Guide

Getting Started
with Work Order
Management

Work Requesters



Getting Started with Work
Order Management! 

This tool was built to make submitting and tracking work requests simple
and easy. This guide will walk you through the essentials of using our
Work Order Management tool so you can submit and manage work

requests with ease.
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1. What’s a Work
Request? 
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A work request is how you can let
your team know when something
needs attention, like a repair. Simply
fill out and submit a quick request
form to share it with your team for
review.
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2. How to Submit
a Work Request 
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Click the +New button to start. 

Fill out the form with all the details –
what’s wrong, what needs to be
fixed, and any important info or
pictures to help explain the request. 

Then, just hit Submit to send it off. 

Need something done? 



3. How to Track
Work Requests 
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The Work Requests Dashboard is
where you’ll see all your submitted
requests. From here you can: 

View the status of your request. 

Click on the request for more
details. 

Communicate with your team in
the comments section. 
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Stay in the Know 

5. Notifications 
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Notifications keep you informed
about what matters most. You can: 

Choose Your Channels: Select
how you want to receive alerts –
in-app, email, SMS, or mobile. 

Customize Alerts: Set
preferences for the types of
notifications you receive. 



Need Help?
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If you have questions or need further assistance, use the in-app chat
support or reach out to your Account Manager. 
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