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Work Order Es mate Review & Approval 

This guide shows Fleet Managers/Administrators how to review and approve or deny line items on esƟmates for work orders that 

have already been scheduled. 

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

Finding Es mates That Need Your Ac on 

1.  On the News and Announcements page, review the Es mates Needing Approval Ɵle. It shows how many work orders are in 

an esƟmate status that needs your aƩenƟon. 
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2.  Select the Es mates Needing Approval Ɵle to open the list of work orders whose esƟmates need customer approval or 

require TA acƟon. 

You can also reach this list from the menu. Click Work Order, then Service Es mate & Authoriza on. 

 

 



 Work Order Estimate Review & Approval 
Quick Reference Guide 

Reviewing the Es mate List 

3.  In the list, review the Visit Substatus column. Different substatuses indicate where each esƟmate stands — some may need 

your approval, and some may have been approved with certain line items rejected and sent back by TA for re-approval. 

 

4.  Open a record from the list to review its line items and go about approving or denying them. 
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Approving or Denying Line Items 

5.  In the Products and Services area, review the line items. A record may show items previously Approved alongside items that 

are now Pending Approval. Pending items may have been added by TA while working on the work order, or requested by you 

through work order comments. 

 

6.  Select the checkbox for each line item you want to approve. 

Selec ng a line item approves it. Leaving a line item unselected rejects it. 
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7.  Click Submit Es mate. 
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8.  In the Submit Es mate Approval window, enter a work order comment. A comment is mandatory. Then click Submit. 

 

9. Confirm that the selected line items now show as Approved. 

A er Submi ng 

TA schedules and starts work on the work order. You can maintain and review these line items at any point, and monitor the Visit 

and Visit Rollup substatuses to track where the work order is in its life cycle. 

Once you submit approvals and leave a work order comment, that comment is logged against the work order and can be 

viewed at any me. 

 

 

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


