
Work Order User Manual 

STEP 1: Create new Work Order 

 

1. Click at the Work Order menu 

 

 

 

2. Please select project inside the Project Filter 

 

 

 

3. The table will show empty data for beginning, user need to create a new one 

 

Click ‘Add New Work Order’ button to create a new work order. 

 



4. Please key in all information and the section with (*) symbol is mandatory to fill in and click Save 

button 

 

5. If the selected project do not have Loc1 reference, it will pop up below message and user cannot 

save the new work order while there is no save button also. 

 



 

6. The new information will show as below inside the table. User can also select to show how 

many entries and do the filter inside the Search box 

 

 



 

 

7. Selected user will get email notification every time a new work order has been create with 

subject Work Order Created. 

 

8. User can view all the data from the selected row. 

 

 

 

 

 

 



STEP 2: Delete Work Order 

9. User can delete the work order by click Delete button and it will show up a box for confirmation 

and click Delete button. 

 

10. This is the result after user delete the data. 



11. Selected user will get email notification for every new deleted work order with subject Work 

Order Deleted. 

 

 

STEP 3: Add New Library 

12.   In this section user can create a new data in the Library which is Company, Category, Element, 

Sub Element, Sub Sub Element, and Trade Name. Below is the step to create a new library for 

example create new library named Company. 



13. Below is the image of company library list. User can select to show how many entries and filter 

the list at the Search box. To add a new one, user need to click Add New button  

 

14. Then user need to key in inside the Value box and click Save. 

 

 



15. Below is the new created company in the list. 

 

 

16. You can view all the data from View button. 

 

 

 

 

 

 

 



 

 

STEP 4: Delete Library 

17. To delete the selected data, user need to click Delete button  

 

 

18. A pop box will ask confirmation to delete the data, then click Delete button again to delete 

 

 


