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Work Orders 

Welcome to Work Orders 
The Work Order control is similar to the Work Order Form in ACT 
1000 System. For more information on entering work orders, refer to 
the ACT 1000 System User's Guide. 

Creating a new work order 
 

1. On the Work Order main screen, click New to create a new 
work order. 

2. Enter information in all bold (required) fields. 
3. Click Save to save the work order. 

Note: You cannot delete records from the application. You 
may change the Status to Void or Duplicate. 

4. In the Main tab, enter a description of the work order and 
the action taken. Note that the Description and Action 
Taken fields are limited to 255 characters. Click Save to 
save your changes. 

 
5. On the Totals tab, you can view the total cost for a work 

order. The Totals window is for informational use only. 
You cannot alter any of the figures. Totals can be 
edited and viewed further through ACT 1000 
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System, Version 2.0 or greater desktop 
application. Click Save to save your changes. 

 

6. On the Documents tab, you can associate documents with 
this work order.  

 

7. On the Suppliers tab, you can associate suppliers with 
this work order.  

 
8. On the History tab, you can view the history of the work 

order. This information is read-only and cannot be altered.  

 
9. On the Labor tab, you can record labor transactions 

associated with this work order.  
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10. On the Inventory Issued tab, you can issue inventory to 
be used for this work order.  

 

11. On the Purchase tab, you can record inventory, purchased 
from an outside source or outside of the inventory pool, 
associated with this work order.  

 
12. Close Work Order, or create another work order. Perform 

steps 2-11 to enter another work order. 

Locating a work order 

1. Click  to filter by form. 
2. Place your cursor in the Work Order ID field. 
3. Enter the Work Order ID you wish to find. 

4. Click  to apply the filter. 

5. Click  to remove the filter. 
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