





Completing TR Work Orders

Completing TR Work Orders:

To complete a work order that has been assigned to you:

1. Locate the work order from the Tenant Request list, found under My Work. The work order

details will be displayed.
2. From the Details screen, click the Options () button and select Complete. You may need

to scroll down to display all available actions.

Action

Assign /
Dispatch

1618550 | DUE May 15, 2013 11:22 AM

Status Open Status

Time Taken

Tenant First Media Services Tenant

[y
Contact Bill Paxton ' Complete Contag

Assigned To  YOU Assigny

Instructions Attach Files Instrucy

Light is out in reception area. Light is|

3. Fillin the Time Taken, Employee and Notes fields as necessary. Select Submit when you

are finished. The work order has now been completed; it will be removed from your My Work

list.

&« COMPLETED B

Total time spent on work order is Ohr Omin

Time Taken

1hr 10min

Employee
John Smythe v

Note




