





Accepting a Broadcasted Work Order

Before you can begin working with a broadcasted work order, you must accept it first. Accepting a broadcasted
work order will move it to your Tenant Request list in My Work. From there, it behaves the same as any other TR
work order with regard to updating and completing it.

1. Open the Broadcast list and select the work order you would like to accept. The work order details will be

displayed.
Property: ALL PROPERTIES = GO Property: ALL PROPERTIES - 6o
My Work My Work - Broadcast
- | Broadcast(1) ; Sort By: Date | WO # | Request Type |
r e e Priority | Building
- 1 1l L
Tenant Requests Page: 10f 1
= Outstanding (206)
+  Scheduled (314) WO #: 103971
- T h{17 Prigrity: 5
" I Required by: Jul 13, 2070 at 1:47 PM
. Completed (41 Acme Graphics Inc.

Hillview Towers =>> Hilview Towers | >=> 3
Sign-Out => Signed-In as: jsmythe

v Sign-Out == Signed-in as: jsmythe >

2. From the work order details, select Accept.

|5£a1cﬁ | Mew Work Order
HVAC - General (Open)

WO #: 1039771

Priority: 5

Required By: Jul 13, 2010 at 1:47 PM
Assigned to: Engineers

Tenant: Acme Graphics Inc.
Contact: Bill Paxton

Property: Hillview Towers == Hillview
Towers |

Flaor/Suite: 3

Instructions:
Vent seems to be clogged.

History (3) | Messages (2)
e
Send Message

3. Enter any applicable notes and then press Accept. The work order has now been accepted; it will be moved
to the Tenant Request list under My Work.
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