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Work Order Messages are a way for Clients and Resources to update Work Orders and be informed of
the changes made by each party. These changes could range from adding notes and documents to
requesting an ETA/providing an ETA and a message is received when the other User performs the
action. For example: if a Client User adds notes to the Work Order, the Resource User will receive a
message with the Work Order Number, who it was from and the notes that were added.
 
Messages can be seen by clicking the "Work Order Messages" button.
 
 

1. Clicking the "Work Order Messages" displays the Messages tab. This tab shows all
messages the User has received in the last 30 days. Each message contains the following
details:
- Client
- Subject (the first 200 characters of the note from the message, if it exists)
- Status (Not Set, Action, Info - see further details below)
- Building Name
- Type of Work Order (Reactive/Quote/PPM/etc)
- Work Order Number
- Event Date (the date the Event occurred)
- Event Created By (who created the Event)
- Event Description (the action of the Event that occurred, for example, Notes Added,
Additional Engineers Requested, etc).
 

Once any of these messages have been read the event description on the Work
Order and in the table below will be updated stating when it was read and by whom. 
The actions that cause messages to be sent are configurable, but standard actions
are:
     - ETA Provided - This is any action that includes the provision of an ETA
     - ETA Requested
     - Add Notes
     - Add Documents
     - Request Additional Engineers
     - Refuse Additional Engineers

Messages that are in Bold are unread and messages that have been read are not
bold.

 
Note: By default, only unread messages are shown. To show read messages, right-click and
select "Include Read Messages". The actions, in the right-click menu, "Mark as read" and
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"Mark as unread" can also be used to determine whether a message is marked as read or
unread.
Any messages for Work Orders that are completed or cancelled will be removed from the
Messages table.
 
 
2. Double-click, select a message and click "Next" or right-click the message and click "Open
"Message" to open the message. This displays the main details of the message such as the
ETA that was provided or the notes that were added. Once finished viewing the message,
click the "Close" button to close it.
 

Note: If the message is for Notes Added then, where the notes can be found, a hyperlink will
be shown. Clicking this link will display the notes in full in a separate window. Once they have
been read, this window can be closed using the "Close" button.
 

 

3. If it is required, the User can also view the Work Order the by right-clicking the message
and clicking the "View Work Order" action. The Work Order will then be opened in a separate
tab.
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4. The Messages List can also be used as a To Do/Follow Up list using the Status column.
The Status of a message will initially read "Not Set", however by right clicking a message you
can change the status to "Mark As Info" and "Mark As Action" - this allows someone using the
Message List to filter on the Status column and only look at those that require "Action".
 

Messages against a Work Order will remain Unread in the Messages List for a period of seven
days following Completion/Cancellation of the Work Order. After seven days the system will
automatically mark the Message as Read.
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