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Suspend a Work Order - iPhone

Step 1: Tap Dispatcher from the Step 2: Tap to open Work Order
Home Screen
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Or from the Hamburger Menu
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Repair Window - Won't Open -
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%, Dispatcher
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Step 4: Select a Suspend Reason Step 5: If necessary, tap Suspend
Overdue Date to change Overdue
Date

Suspend Work Order
Suspend Work Order

© Suspend Options

© Suspend Options
Suspend Reason:

Suspend Reason:

|Waiting for Vendor/Contractor .
Waiting for Vendor/Contractor

Suspend Overdue Date: Suspend Overdue Date:
7/29/2023 [7/3112023

L/" @)
Comments: Comments:

Clear

\ May 29 2021
; June 30 2022
\V\,am:?(.; for Mdnaqet. Founmffjp July 31 2023

Waiting for Materials/Parts A : 2024

Waiting for Vendor/Contractor September 2 2025

| Done

Select a new date, click Done

Step 7: To view Suspended work orders, Work Order List shows:
Filter for Include Suspended for Suspended
Work Orders
< Back Dispatcher 8 %3 | Y Blue Circle for Overdue

Suspended Work Orders

< Dispatcher Dispatcher Filter V c
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Location < Back Dispatcher €8 = Y
#PG-31005
Assignee . Away -
Repair Window - Won't Open
6140 )
Work Order Name (Medium)
Fitness Center Away °
Include Future S
— Repair Treadmill .
(/r Include Suspended 6143 Lanier,
(Medium) Kayla
Unassigned Only

Step 3: Tap the Gray Flag to Suspend

< Dispatcher C SO+

a
(>

Fitness Center
Away
Reported By: Staff (Medium)

Entered by: Lanier, Kayla

Expected Start: 7/28/2023 11:00:14 AM
Due By: 7/29/2023 11:00:14 AM

Over Due By: 7/30/2023 11:00:14 AM

© Description

7= Repair Treadmill

Note

Completed

Detail

Step 6: Add Comments for
additional insight and clarification

Suspend Work Order
© Suspend Options

Suspend Reason:

Waiting for Vendor/Contractor

Suspend Overdue Date:
7/31/2023

—

@«

Comments:

Contacted vendor, appointment scheduled...

m Gancel

Tap Suspend
Suspended Work Orders have a
Gray Banner
< Dispatcher C o
»~
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Step 8: Tap the Blue Flag to
Unsuspend a Work Order

< Dispatcher

Tap YES to Confirm Unsupended

Confirm Unsuspend

Are you sure you want to unsuspend
work order?




