UtilizeCere

WORKFLOW GUIDE - WORK ORDERS - BASIC USER

Managing a Work Order.

Every click for the daily job: find the right Work Orders, assign and dispatch the
Trip, record the Visit, file the photos, and send the Vendor back.

APPLIES TO

Dispatchers, account managers, operations leads

BEFORE ANYTHING ELSE

A Work Order is the problem. A Trip is sending someone to solve it,

once or as many times as it takes.

A Visit is what happened on site during one Trip. The Work Order is the parent; its Trips are the children, and
everything on a Trip rolls up to the Work Order.

In this guide.

# PART YOU WILL BE ABLE TO

1 The list Read the Work Orders list, expand Trips, and sort.

2 Filters Filter the list and save it as a template you load in one click.

3 Columns Show, hide and order the columns you need.

4 The Work Order Find everything on the Work Order page.

5  Assign and dispatch Put a Vendor on the Trip and send it.

6 Record the Visit Enter check-in, check-out, photos and notes for a Vendor not on the app.

7 Photos and attachments  File proof on the right Trip.

8 Send the Vendor back Add a return Trip two ways.

9 Notes and Activity Communicate on the record and read its history.



PART 1 THE LIST

The Work Orders list.

Open Work Orders from the main menu. Everything you need to find and act on a Work Order is on this
screen.

$% Work Orders  ~ < ng Schedule 556 ] [ /\ Schedule Event 999+ [A Operations Failure 422 ] [A Verify Trips 180 ] IA Genera(elnvl > gﬂ[ ¥ show MapJ ‘

0 1182 & g; Edit Columns ] g v |
Work Order# Work Order Name For Trades Services | Tasks P Actions =

O 6524787 s 2:: m‘mo:ilgz:(;,e :l:wmgton. cTos111,us  S9nage ?.:‘781SDI:JrY:yefresh &Recolor +a EDIT.WORK ORDER

0O 6508734 A b/ g‘:;v Zﬁﬁ:ilﬁxf lr\;Zwing(on, CT06111,US HVAC tvcii::z?:g;:n 2

O 6494206 A f/ ;ae: ::l?:[mo:;;i:; r::wington, crosi1,us  HVAC T,\Smiclzsgjr:;? “

O 6482416 & testing vlabels fw g:ﬁ?g"r‘:snssljs:‘?:::gr;:;rlerl, CT 06416, US HVAC teg:ie’ck electrical units +4 CREATETRER Y v

Action Filters: one per stage, with a live count Filter

B Edit Columns, Sort, and Expand n Actions: the next step for that row

The top of the list.

THE ACTIONS COLUMN

The action on each row is the next thing that Work Order needs.

Create Trip, Assign Trip, Verify Trip, Generate Invoice. Click it and the system takes you to the right screen.

Sort the list.

$ sortBy

G Click the Sort button.
QO Priority

(O Work Order Status

Descending ~ ‘
a Pick the field, such as Priority, Trip ETA or Follow Up At.
(O Custom Status
O Trip Status e Choose Ascending or Descending, then Apply.
(O Creation Date
(O Due Date TIP
8 Generation Date Sort by Trip ETA in the morning to see who is due on site first.
Close Date

(O Expiration Date
O Follow Up At
(® Work Order #
O TripETA

QO TripETC

Sort. The up-and-down arrow
beside Edit Columns.
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See every Trip without opening anything.

‘Work Order# ‘Work Order Name For Trades. Services | Tasks. Priority. Actions.
=+ Edi
5= Edit Columns v
= i Newington ce Arena Ste Survey v -
O 6524787 = 300 Alumni Road, Newington, CT 06111,us  S9"9¢ 17100 - Refresh & Recolor «a © FROIID ENTWORK ORIERY| ¢

O Tip#  Assignee Scheduled & Actual ETA eTc Photos Actions

.
: e, o, 2626 1044 A 601
;

ETC Sat, 0ct3,2026 10:44 PM (EDT)

| Collapse All v

0o s
: 2]
ours EDIT WORK © Tri N n
rips I No Trips -
O 64042064 - ““ 300 Alumni Road, Newington, CT 06111,Us  VA¢ 1 Check Pumps + © P2 48 Hours (VEREY.TME (T
ours CREAT [N, O e o " o s o s

Wi s 252026550 P DT ;
O 9n ifeweacmssmte 00" 0 sy smsmamsmmen B8 o EAZTIER -
4 OUT Fri, Sep 25, 2026 3:40 PM (EDT)

. .
ours i Champions Skating Center Repair

T No Trips g
H ) Newington Ice Arena Snow Removal . - .
O  Tip#  Assignee Scheduled & Actual ETA ETC Photos ~ Check Actions.

OUT Tue, Sep 1,2026 2:31 PM (€DT)

8. IN Tue, Sep 1,2026 1:28 PM (€DT)
o 9= “f westCoastsenicestie @O Thu, Sep 3,2026 1:12 PM (EDT)  Fri, Sep 4,2026 1:12AM (EDT) - Tue, S¢ v

. T . OUT Tue, Sep 1, 2026 1:33 PM (EDT)
il Trips L L .

EA Collapse Al Re-send Dispatch Email: I Create Trip: no Trip yet
dispatched, not accepted

B Verify: the Vendor checked out n Unverify: already verified

[ e s | INTue, Sep 1, 2026 226 P (0T 4]
..... —— O §u i weacusseketc 0O TuspaszEn  mspsmsizmEn - s ATTTSEEE

Expand. The arrow at the right of the
toolbar.

Trips expanded. Each Work Order opens to show its Trips, the Vendor, check-
in and check-out.

G Click the arrow at the right end of the toolbar.
a Choose Trips to open every row at once, or Visits, Services or Tasks for more detail.
e Choose Collapse All to close them again. It works the same for 10 rows or 1,000.

What the Actions column is telling you.

BUTTON WHERE THE WORK ORDER IS WHAT TO DO

Create Trip No Trip yet. Add a Trip and assign a Vendor (Part 5).
Assign Trip A Trip exists with no Vendor. Choose the Vendor, then dispatch (Part 5).

Re-send Dispatch Email ~ Dispatched, not yet accepted. Wait for the Vendor, or call. Re-sending only repeats the
email.

Edit Trip Accepted, the Vendor is due on Watch the ETA. Change dates or the Vendor if plans
site. move.

Verify Trip The Vendor has checked out. Review the times and photos, then verify.

Gener Inv Trip Verified, not yet billed. Generate the invoice.
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PART 2 - FILTERS

Filter once, save it, reuse it.

Build the view you use every day once, save it as a template, and load it in one click instead of rebuilding it
each morning.

Y Filters X Work Order Status %

‘ Q ‘ Equals -
i 2

I /\ Apply Action Filter - ” Y, Apply Filter Template

Search Results EZ Selected Result(s)
STANDARD ADVANCED n
Work Order Status ] [ Work Order Number ] [ Work Order Service ] ] Complete Action Required
Trip Status ] [ Work Order Custom Status ] [J  Closed-Archived In Progress

m O Canceled
g |

Values to pick H selected
Apply Action Filter E1 Apply Filter Template Pick the values. Ticked values move to Selected
B standard filters I save Current Filters Result(s).

as Template

Filters. Click the funnel icon above the list.

G Click the Filter icon.
a Click a filter, for example Work Order Status. Use + Add Filters for Client Name, Trade or Service.

a Tick the values (here Action Required and In Progress), then click Apply.

a
#% Work Orders  ~ < [A Schedule 556 ] [A Schedule Event 999+ ] [A Operations Failure 422 ] [A Verify Trips 180 ] [A Generatelnv > Y. © WORK ORDER  :

wwork Order Status 2 X I Work Order Number ] I Work Order Service ] I Trip Status ] E . Clear (1)
L | Y Filters X
0w o oo 63 -
Work Order# Work Order Name For /A Apply Action Filter - ‘ ‘ V. Apply Filter Template v ‘ Actions =
Newington Ice Arena "
O 6524787 2% 300 Alumni Road, Newington, ( STANDARD ADVANCED § Hours v
Newington Ice Arena ,
O 6508734 A ) ! 300 Alumni Road, Newington, ( [ Work Order Status 2 X ] [ Work Order Number ] povws v
Newington Ice Arena n
O 6494206 A - %! 300 Alumni Road, Newington, ¢ [ Work Order Service ] [ Trip Status ] [ Work Order Custom Status ] 3 Hours v
. Champions Skating Center "
O 6482416 A testing v labels Mecs g Progress Drive, Cromwell, CT m § Hours v
- . Newington Ice Arena "
O 6453652 A Training guide test - snow plow MAR 300 Alumni Road, Newington, E 3 Hours v
O 6402873 & - \cey ChBMpIONS Skating Center ™%, Save Current Filters as Template I Y iours .
6 Progress Drive, Cromwell, CT
Applied filter chip [ Save Current Filters as Template

The applied filter. It shows as a chip above the list with the number of values. The x removes it; Clear removes them all.
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Save it as a template.

Save Filter Template X

1]
| My Active Work Orders| (%) "

2 ]
|[:| Shared Company Template |

Template name B Shared Company
Template

E sAve

Save Filter Template.

Y Filters X I
- =] ¢
‘ /\ Apply Action Filter Ml ¥ Apply Filter Template - I Actions.
a
STANDARD
Q
Work Order Status 2 X Wor n
- - Name Company Specific Actions
[ Work Order Service ] [ Trip Status
Associated Storms Completed m
Associated WW Storms - All Time Yes m
CC Testing Template m
B Save Current Filters as Template
Testing Template Creation - CC m

2T06111,US HVAC

Apply Filter Template

Bl company Specific

Apply Filter Template. Your saved templates. Company
Specific shows the ones shared with everyone.

a With your filters applied, click Save Current Filters as Template.

9 Name it so a colleague would know what it shows, for example Client name - Active.

a Leave Shared Company Template unticked for yourself. Tick it to give the template to the whole team.

° Next time: Filter » Apply Filter Template, then click the name.

A GOOD SET TO START WITH

teammate starts with it on day one.

UTILIZECORE - MANAGING A WORK ORDER.

One template per Client, plus one for everything active.

Start at the highest level (Client, Service, Trade), then narrow. When a template proves itself, share it so a new




PART 3

COLUMNS

Show the columns you use.

1
.la Work Order Name 'E
For =
Trades =

3= Customize Columns

Click Edit Columns above the list.

Untick what you never read. Fewer columns means less scrolling.

Drag the handle at the right of a column to move it.

Services | Tasks
Priority
Assignee

Trips

Custom Status
Contacts
Description
Close Date
Follow Up Date
Service Date
Photos

NTE

HI =~ Reset Defaults |

Click Apply. Reset Defaults puts everything back.

»

SET IT AND FORGET IT
Your columns are saved for you on that screen. The Trip table inside a
Work Order has its own Edit Columns; set it once there too, for example
to bring the Assignee column forward.

i

I

CAN'T SEE THE VENDOR?

If the Vendor or Assignee column is off to the right, it has been pushed
over by other columns. Drag it forward in Edit Columns instead of
scrolling every time.

I

Il

I

Il

1]

[

v

Cancel nm

Tick to show, untick to hide
Drag to reorder
B Reset Defaults

B Apply

Customize Columns.

UTILIZECORE

MANAGING A WORK ORDER.



PART 4 - THE WORK ORDER

One page, three panels.

Click a Work Order number to open it.

% > 7 WO# 6402873 A Verity 1| A conerato Payable 1|

L4 3 = I3 =0 IRERICHIE 5 = | — |,

I @ Trips z ¢ Reports % Assets o M Photos o & Recelvables o i@ Payables o ' Vendor Purchase Orders o ' Client Purchase Orders © @ Client Proposals
n__— o R B vted b i . At s SRttt bbbt et B S 2ttt
=

Overview A nﬂ 2 3 Edit Columns a v a|m: Private Notes | [ MacriAssoc

L

wo# Trip# Assignee
6402873

WO Name

WO Description

F ETA Sun, Au¢
o (] (X7 R West Coast ServicesLic ~ ® PRUMBR o DISPATCH EMAIL v
on, Au
g IN Fri, Au
o 9n IR: West CoastSenvicesLe @@ | m v

Scheduled & Act Actions

No description available
wllin Progress } A Action Required [l
waca Macri Associates

Site Name
Champions Skating Center

Site Address
6 Progress Drive, Cromwell, CT 06416, US

Billing Client Name
Macri Associates

Invoice PO Proposal

\

Client s | | | |

\

Vendor A | &

# Services ~

HVAC ~
Repair STasks
1> Check electrical units, Hvac Combined Task,

Hvac Inspection, Repair Service, Wash Rotors

Assets

99 Timeline ~

Priority
P-2 48 Hours

v
< » e

Overview: Client, Site, status, Services

H Notes, Activity or Attachments

[F The next action and + TRIP

E..
No Notes

Add notes 10 keep track of iImportant Information.

Need help? Check out our Help Center or Chat
with Support for training.

Private note as Evan Smith to Evans Test Company

‘Aa@@.n °

B3 Trips, with the next action at the right

n Filter, Overview, Activity, Notes, Attachments,
Contacts, Map

Bl Tabs: Photos, Proposals, Invoices and more

The Work Order page.
HEADER ICON OPENS USE IT TO
Clock Activity See who did what and when. Your first stop when something went wrong.
Speech bubble Notes Write to your team, the Client or the Vendor on the record.
Paperclip Attachments  Documents on the Work Order: quotes, forms, PDFs.
Pin Map Where the Site is, and where the Vendor checked in.
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PART 5 - ASSIGN AND DISPATCH

Put a Vendor on the Trip.
) 53] = [D3] -0 [EERIAER] - |~ R

M Photos o @ Receivables o :@ Payables o ™ vendor Purchase Orders o ™ cClient Purchase Orders o & Client Proposals >

o a v show: [ (Private Notes | [ Hartford Healtncare |

Trip# Assignee Scheduled & Actual ET Actions
ETA Wed, Aug 12,2026 10:45 AM (EDT,
O L + Assign 9 (EDT) We E v
ETC Thu, Aug 13, 2026 10:45 AM (EDT)
+ TRIP: top of the Work Order B The Trip line: right side

Two places to start. + TRIP at the top of the Work Order adds a Trip. The action at the right of the Trip line acts on that
Trip.

Add Assignee for Trip# 1 of WO# 6397065 X r;vmor - ] I ‘
n Y Evan's Signage
I Vendor (Subcontract work) o - I 70 N Farms Rd, Wallingford, CT, USA
sllam] e 2 ot | B o
2 e
No Phone Number
© Add Vendor Expedited Services, Inc
I H 46 N Farms Rd, Avon, CT 06001, USA
Vendor M| ES
131mi 364852 @ Active e
No Phone Number  No Email
o Hartford County
Cancel nﬂ 71 N Farms Rd, Avon, CT, USA
Assignee Type E Advanced Vendor Distance E compliant or Non-
Search Compliant
E Vendor B Assign E Active
Add Assignee. Pick the Vendor. Each Vendor shows distance from the

Site, compliance and status.

a Select + TRIP at the top of the Work Order, or Assign at the right of the Trip line.
9 Leave Assignee Type on Vendor (Subcontract work).
a Open Vendor and pick one. Advanced Vendor Search searches by Trade and distance.

° Click Assign, then Dispatch. The Trip goes to the Vendor's mobile app and email.

ACCEPTING

Let the Vendor accept it themselves.

The point is that the Vendor uses the app. Accept on their behalf only when they confirm by phone, and add a
note saying who confirmed and when.

RE-SEND DISPATCH EMAIL
Sends the dispatch email and Work Order PDF again, for a Vendor who lost it or needs it in the field. It does not
create a new Trip or change the Trip in any way.

UTILIZECORE - MANAGING A WORK ORDER.

a

Proposal Ev
from Draft 1«

a



PART 6 - RECORD THE VISIT

No app? You are the app.

When a Vendor does not use the mobile app, the times and photos still belong on the Trip. Enter them from

the Vendor's phone call, email or text so the Work Order stays the record.

RE-SEND DISPATCH EMAIL §
— 0 -

View

+ Visit

Share

Edit Visit

B Re-send Dispatch Email

E Verify

Trip menu. The three dots on a

Trip row.

is never lost.

UTILIZECORE - MANAGING A WORK ORDER.

Estimated time of completion (ETC)

Sun, Aug 16,2026 1:50 PM (EDT) Mon, Aug 17, 2026 1:50 AM (EDT)

Fri, Aug 14,2026 1:51 PM (EDT) Fri, Aug 14,2026 1:56 PM (EDT)

I Re-send Dispatch Email |

Edit Visit

H

| £ Fri, Aug 14, 2026 1:51 PM (EDT) I | 5 Fri, Aug 14, 2026 1:56 PM (EDT)

E cCheckin
E cCheck Out
E Total Time

Edit Trip

Generate Report

+ Associate Asset

Edit Visit: the times. Previous times show

Copy Trip
Generate Invoice

Add Work Order Note

—’:

On the Trip, click i » Edit Visit.

Click Check In. Pick the day, set the hour and minute, and check AM or PM.
Click CONFIRM. The time is not kept without it.

Do the same for Check Out.

Read Total Time. If it looks wrong, one of the times is wrong.

CHECK THE AM AND PM
The picker can default to PM. If a check-out will not save, or Total Time is negative, a check-out is earlier than its
check-in: one side has the wrong AM or PM.

YOU CAN CHANGE IT
Edit Visit can be opened and saved again as often as needed. Every change is recorded in Activity, so the history

Check In

9 Fri, Aug 14, 2026 1:51 PM (EDT)

Tasl

Sen

< Aug 2026 >

Mo Tu We Th Fr Sa Su

17 18 19 20 21 22 23

24 25 26 27 28 29 30

America/New_York -

Day

Hour : minute
AM or PM
CONFIRM

Date picker.



Add the photos and say where the times came from.

Tasks A

Tasks -

v

Service Photos nm -~

M Photos o
= -
No Photos
Need help? Check out our Help Center or Chat with Support for training.
Additional Information ~
Notes
HI Change Reason - I | REGULAR - nl
. -

UPLOAD the Vendor's photos
B3 Notes: who gave you the times
[Fl cChange Reason

B} Hour Description

B sAve

Edit Visit: photos and notes. Scroll down in the same
window.

When to use Edit Visit.

SITUATION WHAT TO ENTER

Under Service Photos, click UPLOAD and add
the photos the Vendor sent.

In Notes, write where the times came from, for
example Per Vendor email, 10/6.

Pick a Change Reason and Hour Description if
your company uses them.

Click SAVE.

RESULT The Trip shows the check-in and
check-out with a computer icon (entered in the
office, not from the phone), and the photos sit on
that Trip.

The Vendor does not use
the app

Parts are needed, a
return is coming

The Vendor forgot to
check out

UTILIZECORE MANAGING A WORK ORDER.

Check-in, check-out and photos for every visit, from what the Vendor sends you.

Record the first visit now so Trip 1 is complete, then add Trip 2 (Part 8).

The real check-out time, with a note saying who confirmed it.
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PART 7

Put proof on the Trip.

PARENT AND

b

before-photos-2-

17522493-s5464452-
1p79sm

) wﬂ%@:]
E*r*;‘ﬁfi

before-photos-1-
17522493-55464452-
wfsjho

Trip number
Bl service Action

CHILD

Date
Fri, Sep 25, 2026 3:40 PM (EDT)

PHOTOS AND ATTACHMENTS

m

tatttate
|41 .77772296666667 -72.84654414999999
Service Task
HVAC Inspection -

Photo Name

Before Photos n
Description
Where does this show up

Date
Fri, Sep 25, 2026 3:40 PM (EDT)

Latitude
41.77771121666667

Service
HVAC Inspection

Service Action
Before Photos

before-photos-2-17522493-
$5464452-1p79sm

Trip#

9

Longitude
-72.84654678333332

Task

Photo Name

before-photos-1-17522493-
$5464452-wfsjho

Where it was taken

Photos tab. Every photo is stamped with its Trip.

Photos added on a Trip roll up to the Work Order. Attachments added
to the Work Order stay general.

Both are visible on the Work Order. Only Trip photos tell you which visit they came from.

Ttachments Type

| All Attachments -

Trade Document from Evan Smith
test PDF attachment
Tue, Aug 29,2023 1:10 PM (EDT)

L:‘ COIN_Canaccord.pdf L
test PDF attachment
Trade Repair Form from Evan Smith
Test Attachment
Tue, Aug 29, 2023 1:05 PM (EDT)
I3 Client_Upload.xisx L

Test Attachment

ADD DOCUMENT
B Attachments Type

Attachments. The paperclip. General
documents for the Work Order.

PUT IT WHEN WHY
On the Trip Photos and checklists from  You can tell Trip 1 photos from Trip 2 photos. For integrated
a visit: before, during, after.  Clients (ServiceChannel, Corrigo, Fexa and others) Trip photos
go across in the right category with their details.
On the Work Order Quotes, signed forms, Client They belong to the problem, not to one visit.

UTILIZECORE

documents that are not
about one visit.

MANAGING A WORK ORDER.
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PART 8 SEND THE VENDOR BACK

Same Work Order, new Trip.

THE RULE

Work Order.

A return visit is a new Trip on the same Work Order. Never a new

A second Work Order splits the notes, photos and Client reference across two records.

Example: the Vendor visited, found the part was needed, and left. First record Trip 1 with Edit Visit (Part 6).

When the part arrives, add Trip 2 one of two ways.

A. No Proposal: + TRIP.

# Services ~ I

HVAC @ - n

Service(s) *

Repair @ 1Services v
HVAC ~
Repair STasks

Check electrical units €)  Hvac Combined Task €)  Hvac Inspection €  Repair Service @ EI
S5Tasks v
Wash Rotors @ |

Trade and Service

B Tasks

New Trip: what carries over. From the Work
Order, already filled in.

B} Assignment

I Vendor (Subcontract work) 0 - |
B Advanced Vendor Search I
© Add Vendor

I Vendor

99 Schedule

Estimated time of arrival (ETA)

Estimated time of completion (ETC)

I £ Sun, Aug 16, 2026 1:50 PM (EDT) @)

£ Mon, Aug 17, 2026 1:50 AM (EDT) @) I n

Close Date - Time

Work Order Close Date - Time

£ Tue, Aug 18, 2026 1:50 PM (EDT) @

£9 Tue, Aug 18, 2026 1:50 PM (EDT) @) I E

Type

Client Billing Method *
‘ Per Service

- ‘ Trip Category v

Assignee Type

El Vendor
B Close dates

B Advanced Vendor
Search

I ETAandETC

New Trip: assign and schedule.

a Click + TRIP in the Work Order header. If there is no Trip yet, the button reads Create Trip; it opens the same

form.

UTILIZECORE

MANAGING A WORK ORDER.

Check the Trade, Service and Tasks, which come from the Work Order.

Choose the Vendor, set the ETA and ETC, then SAVE and dispatch.

12



B. Approved Vendor Proposal: Create Trip.

Proposal# Status

(] Ev1522731965 Approved(wmkcme() {R,’ WestCoast Service

Approved
B Create Trip

Vendor Actions

View

Mark Received
El Create Trip |
Evaluate

Edit

Duplicate

Reject

Draft

Download

Create Trip from the Proposal.

UTILIZECORE

MANAGING A WORK ORDER.

Proposal.

Open the Vendor Proposals tab.

Click i > Create Trip on the approved
Proposal.

Review the Trip and dispatch.

WHY THIS WAY

The Vendor and the approved amount as the
Vendor NTE are filled in for you. + TRIP would
make you enter both.

Approve the Client Proposal, then the Vendor

13



PART 9 NOTES AND ACTIVITY

Talk on the record. Read the history.

L
To: 4 nl Macri Associates I@ > 1

Private note as Evan Smith to Evans Test Company
0
Aa @ @ BB °
n Private Notes: your team only 1}
B The Client
Notes. The To chips set who sees the note. o
B
1

Evan Smith from Evans Test Company a
2 months
Trip #2 dispatch email sent :

Evan Smith from Evans Test Company
2 months

Assigned Trip #2 to WestCoast Services
LLC

Evan Smith from Evans Test Company
2 months

Added Vendor NTE '$300.0" for Trip #2

Evan Smith from Evans Test Company
2 months

Added Trip #2

Evan Smith from Evans Test Company
2 months

Added Client NTE '$300.0

Evan Smith from Evans Test Company
2 months
Added Vendor NTE '$250.0° for Trip #1

Activity. The clock icon. Every
action, by whom, newest first.

“ Open the Notes panel (speech bubble).

a Choose who sees it with the To chips. Private Notes stays inside your company.

e Type and send. Use @ to mention a teammate.

UTILIZECORE MANAGING A WORK ORDER.

WHEN TO OPEN
ACTIVITY

When something went
wrong and you need
who did what and when.
It is the history, not a to-
do list.

14



WHERE THIS USUALLY GOES WRONG

What you see, and the fix.

# WHAT YOU SEE WHAT HAPPENED

THE FIX

1 Check-out will not save, AM or PM is wrong on one side.
or Total Time is negative.

2 Times entered, but CONFIRM was not clicked in the
nothing changed. picker, or SAVE was not clicked.

3 The return visit is a A new Work Order was created
second Work Order. instead of a Trip.

4 Photos are on the Work They were added through
Order, not the visit. Attachments.

5 Re-sent the dispatch, still Re-send Dispatch Email only sends
one Trip. the email again.

6 Rebuilding the same No saved template.
filters every morning.

7 The Vendor's name is The column is pushed off to the
missing from the Trip right.
row.

8 The Vendor never uses Someone accepts and checks in
the app. for them every time.

UTILIZECORE - MANAGING A WORK ORDER.

Open the picker again and check AM or PM on both

times.

Edit Visit again: CONFIRM each time, then SAVE.

Use + TRIP or Create Trip on the original Work
Order.

Add visit photos through Edit Visit » UPLOAD.

Add a Trip for a new visit.

Save Current Filters as Template; share the good
ones.

Edit Columns on the Trip table; drag Assignee
forward.

Accept for them only on a verbal yes, with a note.

Ask your Customer Success team about Vendor
training.

15



WHAT GOOD LOOKS LIKE

Four checks before you call it done.

CHECKPOINT EVIDENCE
A dispatched Trip A Vendor on the Trip, accepted by the Vendor in the app.
A recorded Visit Check-in and check-out that add up, photos on the Trip, and a note saying where office-entered

times came from.

One Work Order per Return visits are Trip 2 and Trip 3, never a second Work Order.
problem
A one-click morning Your saved filter template loads your list.

QUESTIONS?

Contact your Customer Success team.

Or email support@utilizecore.com and a member of the team will get back to you.

UtilizeCore
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