
Click “Add” to start a new work order.
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Once you’ve named your work order, it will be added to the list.  There’s no need to assign it to anyone or select department. Select a 
due date, and be careful not to choose a weekend. Select a project type from the drop down. You can add a reference file by hovering 
over the empty file box. Click on the title of the work order to add updates.

In the updates section write a description of your work order. 
There’s another opportunity to add files in the files tab, or you 
can also add it straight to the updates box under your  
description. 

You’ll see your photo or initials here. If you click the “+” sign, 
you can add a subscriber to this work order. They will receive 
a notification when any updates are made. (If a person is not 
subscribed and you want to send them a notification about one 
update, you can tag them using @ and their name.)



Subscribe someone who needs to receive notifications about all updates. 

Tag to send someone a notification about one comment or update.



After your work order has been completed and you’ve approved 
it, save it for your records then click the box labled “Status” and 
select Completed. This will archive the work order,  
and remove it from the work order board. 


