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Open Okta and select VueWorks.

To create a work order please select Work Orders on the left side of the page.

Select Add New Work Order – Fill out the drop-down fields to match the work required then click

‘Create’



Select the map icon next to the Location field. This will open your map.

Make sure the layer that you are wanting to view has been selected and the asset has been created.

You will have to zoom in far to be able to select an asset. Click on the asset you want. This will populate

on the Work Order. Click Done

You will notice that the location field is now populated.

Click Create



Fill out the Description, Priority and Term Dates. The due date can be left blank. The Description must

start with Project number if applicable.

Once that is complete, you can move on to finish the Work Order details. If this is a part of a project, you

will associate it with that project.

Fill out highlighted areas. (addendum only if it is a change order, see addendum instructions)

Quick Tip is to click the arrow pointing up to make the bottom screen larger.



Under the Documents tab, you will upload the Scope of Work from the Contractor.

Click browse to find and select file to upload. File type must be a PDF.

This will pop up if the document is attached..



Then go to the workflow tab to submit the Work Order to begin the approval process.

This step will trigger the flow to the Director or Assistant Director for approval. They will receive an

email then login to sign the Approval Signature on the details tab, then hit complete on the Workflow

tab.

The Work Order will then go to the Admin Team for creation of the Purchase Order.



Purchase Order is created in FRAN. This may take 1-2 business days to complete.

Once that step has been completed by Admin in FRAN, A will go into the Work Order in VueWorks and

add the Child PO Number into the Work Order.

The Work Order will then be routed back to the Project Manager to print and send to the contractor for

their records.

When the work is complete, the Project Manager will update the status. This is important as it will send

an email to everyone on the notification list. Admin will be added to this list, so admin will know to close

the PO.

**As a reminder contractors/vendors do not need to sign the Work Order as the Scope of Work

submitted to the Project Manager is sufficient.

**The PO will be attached to Documents

Print the PO to PDF to send to the vendor. Select the attachments you would like to send as well.



PO

Scope of work

Work Order

The PDF will pop up and you can download then send it to the vendor.

If you select the documents to attach, you will notice it auto merges the documents.



You see how it says 1 of 5 pages? That means that attachments are all there.

This will be sent out to the vendor via the PM in an email.

Addendum Guide
Open your original work order.
Go to the workflow tab and click ‘Create Amendment’ then close that work order.

You will follow the work order creation steps from above.

To open the Addendum, go to ‘Find/Manage/Report’ then click the tab ‘Table View’. It should be
along the top and will have a ‘001’ at the end of the original Work Order number.
(may be 002 or 003 depending on how many amendments there are’



Click the calendar button to the left to open.

The only difference is you will fill out the addendum portion, any empty fields (including $
amount) and attach a new scope of work.

To forward for approval, please click the tab Workflow, and complete the step here.


