Work Orders in the Vendor
Portal

Sytewise offers a Vendor Portal to all accounts where vendors can interact with Work Orders and
their account information. When you create a vendor they are given credentials for logging into
the portal. When you create a new Work Order it is registered in the system and added to the
vendor's portal account. If you send an email version of the Work Order to the vendor the email
contains a link to the Work Order in the portal with an option to login.

The Work Order Options

Simple Completion Option

Simple Completion

The West End WO

Property: The West End
9110 31st Ave N, Nashville, TN 37203

Management: First Account (515) 919-0707
Confirm completion of Workorder #33725 at The West End.

Enter notes here, then click all complete below.

Account/Invoice No. (eptional) Actual Fee (optional)

1231231321 77.00

All Complete

If the vendor is able to complete the work with no issues or changes they can simply click the "All
Complete" button. They can optionally add a note and update (if available) the Account or Invoice
Number and the final cost. The fixtures and parts are updated, Sytewise logs the activity and you
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get notified. Done!

Detailed Completion Option

Vendors may need to enter some extra details with the work they perform (or cannot). This when
they use the Detailed Completion option.






Detailed Completion

Check all items that are NOT complete
and provide further information as to why.

SERVICE = part requires repair, REPAIR = part failed and was repaired.

Map  Satellite

\

Hide Map

: I(eybu-a shorteuts | Imagery 22021 , Maxar Technologies Tesms of Use  Report a map error

Fixture: Roof 10 Ton Unit 3
Roof HVAC unit

(0l @l Needs Service Repair Complete
[2] LIGT 111 LED 100

Ok MNeeds Service Repair Complete
(1] LIGT 111 LED 100

OK Needs Service Repair Complete
[3] LIGT 111 LED 100

Costs (asrecorded by managment)
Qty Description

1.00 First Line

Amount

£22.00

Total

£22.00
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The fixtures in question will be shown on a map or floor plan. Expanding the fixture details using
the "+" button next to the fixture name reveals all the parts and each three choices for each.

1. OK: They find the part to need no service and they did not perform any. In this case they
check "OK"

2. Needs Service: the vendor can chose this if they find the part faulty but are not
performing any repairs

3. Repair Complete: This is most typically what a vendor checks. The part needed service
and they performed a repair or replacement therefore the part repair is complete.

Ok Needs Service Repair Complete

[3] LIGT 111 LED 100

‘ Dptional, describe the issue or repair

Add Images

If a part is changed to Repair Complete or Needs Service a note field and image uploader is
provided. Vendors can enter notes and upload as many as 6 images. These entries will be a part of
the Work Order but also integrated into the fixture on Systwise.

Just like the simple completion version, the detailed version allows the vendor to enter or update
costs and account numbers. Once submitted the Work Order's data is integrated into the Sytewise
account.

Reject Work Order

A vendor is given the opportunity to reject any submitted Work Order. This will notify the account
managers as set in their preferences and show the Work Order Rejected in the system.

Reject Workorder #33725: The West End.

Reason for rejection
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