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Step 1: Tap Dispatcher from the
Home Screen.
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Step 4: Select a Suspend Reason.

Suspend Work Order
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Waiting for Manager Follow-up

| Waiting for Material/Parts I
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- Waiting per Occupant Request

CANCEL

Step 7: To view Suspended
work orders, Filter for
Include Suspended. \‘)
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Step 2: Tap to open Work Order.
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Step 5: If necessary, tap
Suspend Overdue Date to
change Overdue Date.
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Select a new date, tap Done.

The Dispatcher List shows
Suspended Work Orders as:

for Guest Reported and/or
Blue Circle for Staff Reported.

Step 3: Tap the Three Dots
and select Suspend.
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Entered by: Fisher, Delaine

Expected Start: 12/30/2025 1:44:07 PM

Due By: 12/30/2025 1:59:07 PM

Qver Due By: 12/30/2025 2:14:07 PM

© Description

«= AC Repair - Leaking - In the main location

= itself

Step 6: Add Comments for
additional insight and clarification.
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© Suspend Options
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| part for AC unit will arrive on Monday

Suspended Work Orders have a
Blue Banner.
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DETAILS

B 83423: AC Repair - Leaking

Step 8: To Unsuspend a work order, tap
the Three Dots and select Unsuspend.
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Tap YES to Confirm Unsuspend.

Confirm Unsuspend

Are you sure you want to unsuspend

work order?
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