
Fyi:  If you are viewing a resident, choose ‘Reports’ at the top, click ‘Work Order History’ – it will not work – not now , not ever. 

How to look at Work Order History – Final Resolution: 

On the left side menu: 

• Choose ‘Reports’ 
• Choose ‘Work Orders’ 
• Choose ‘Work Order List’ 
• On the Work Order List submit screen: 

o Fill in the property code 
o Make sure the STATUS field is BLANK 
o Fill in TO and FROM Call dates with the date you think your work order was created. 
o Submit – a list of work orders will display. Click on the blue font in ‘WO’ field  to see the details of the work order. 
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