
 
 

Processing a Work Order 
Quick Reference Guide 

How a Work Order Flows Through the System 

This guide explains the journey a work order takes inside the eShop 2.0 portal — from the moment it is created, through 
scheduling, estimate approval, purchase orders, active service, and finally completion. For each stage, it shows where in the portal 
you can find and track that work order. 

* A work order does not always pass through every stage. Whether it stops at the estimate or purchase-order stage depends on the 
services involved and your fleet’s authorization settings. 

Note: Portions of application pages are grayed/blurred out to conceal and protect identities. 

Where Your Work Orders Live: Portal Home Page 

 STARTING POINT   

When you log in as a Fleet Manager or Fleet Delegate, you land on the News and Announcements home page. The 
Quick Access tiles at the top are shortcuts to the four areas where work orders are tracked throughout their lifecycle. 

1.  Review the Open Work Orders tile — total of all work orders currently in progress across their stages. 
2.  Use Estimates Needing Approval, Work Orders Needing a PO, and Wait Time Estimates to jump straight to a 

specific stage. 

 
Customer Portal home page — four Quick Access tiles each open a different stage of the flow. 
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Navigating to Any Stage: Work Order Menu 

You can reach every work order view from the Work Order menu in the top navigation bar. This is the alternative to 
the Quick Access tiles, and gives you the full list of pages. 

1.  Click Work Order in the top-right navigation bar. 
2.  From the dropdown, choose the page for the stage you want: Manage Work Orders, Manage PO, Service 

History, or Service Estimate & Authorization. 

 
Work Order menu opens the full list of work order pages. 
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Stage 1 — Work Order Dashboard (All Open Orders) 

 CREATED · SCHEDULED · IN PROGRESS   

The Manage Work Orders page is a dashboard of every open work order on your account — those just created, 
scheduled, and in progress. The Visit Status and Visit Substatus columns tell you exactly where each order is in its 
journey. 

1.  Read the Visit Status column (e.g., Scheduled, In Progress) to see the stage. 
2.  Read the Visit Substatus column (e.g., New Work Order, Waiting to Begin Work) for finer detail. 
3.  Click any Work Order number to drill into its full details. 

 
Work Order Dashboard — Visit Status and Visit Substatus columns show each order’s stage. 
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Reading an Individual Work Order’s Status 

Clicking into a work order opens its detail form. Every work order form in the portal shows the relevant Visit Status 
and Visit Substatus, along with products and services, attached documents, and comments from you, the fleet, or TA 
staff such as TSAs and technicians. 

 
Work order overview displays the Visit Status and Visit Substatus fields. 

* Use the comments area on this form to see notes sent by TA technicians or TSAs, and to add your own. 
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Stage 2 — Estimates Needing Your Approval 
 ESTIMATE · NEEDS CUSTOMER APPROVAL   

Some work orders pause until your fleet acts. The Estimates Needing Approval tile and the Service Estimate & 
Authorization page list work orders that require your attention — typically approving or reviewing line items that TA 
has added. 

1.  Open the Service Estimate & Authorization page to see all work orders with a substatus of Estimate Needs 
Customer Approval. 

2.  Click a work order to review its line items. 

 
Service Estimate & Authorization — orders awaiting customer approval. 
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Inside a record, line items appear with a status of Approved or Pending Approval. Review the pending items, select 
the ones you authorize, then click Submit Estimate. 

 
Line-item statuses (Approved / Pending Approval) and the Submit Estimate button. 

* Once you approve and submit, the work order returns to TA, who can then schedule it and begin work. 
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Technician Visibility — Service Appointments Page 

 IN PROGRESS · UPCOMING   

The Service Appointments page is a place to track status and see what TA technicians are doing. The In Progress tab 
shows orders TA has actively started; the Upcoming Appointments tab shows orders that are scheduled but not yet 
started. 

1.  Open the In Progress tab to see every order with a visit status of In Progress — meaning TA has begun the work. 
2.  Switch to Upcoming Appointments for scheduled-but-not-yet-started orders. 
3.  Click any order to drill into its work order details, including asset details, payment, and documents. 

 
Service Appointments — In Progress and Upcoming Appointments tabs. 
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Stage 3 — Work Orders Needing a Purchase Order 

 WAITING ON PO OR PAYMENT   

After work is done, some orders reach a purchase-order stage. The Work Orders Needing a PO tile takes you to the 
Manage Purchase Orders page, which lists every order at the substatus Waiting On PO or Payment. 

 
Work Orders Needing a PO Quick Access tile. 

On the list, you can see which orders require a purchase order and whether a PO number has already been submitted. 
Click any work order to open its dedicated purchase-order form. 

 
Manage Purchase Orders — Visit Substatus, PO Required, and Purchase Order ID columns. 
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Dedicated purchase-order form shows the order’s Visit Status and Visit Substatus. 
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Stage 4 — Completed Work Orders in Service History 

 COMPLETED   

Once a work order is closed as completed, it moves to the Service History page. You can view completed orders two 
ways: in the context of an individual asset, or as a full list of completed work orders. 

1.  On the Service Asset tab, click an asset to see all completed work orders for that vehicle (listed at the bottom of 
the asset record). 

2.  On the Work Orders tab, see every completed work order for your fleet, with the date each was completed. 
3.  Drill into any record to view the full details of the work that was performed. 

 
Service History — Service Asset tab lists fleet assets and their completed work. 

 
Service History — Work Orders tab lists all completed orders with completion dates. 
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Summary 

Managing work orders in the portal centers on the Work Order Dashboard and the individual pages tied to each 
status: the estimate phase, the purchase order phase, and the Service History view once work is completed. 
Knowing which page maps to which stage lets you track any work order from creation through completion with 
confidence. 
  

  

 

Your Support Channels 
Questions: Reach out to your Field Sales Representative 


