
 
 

Viewing Work Orders Needing a PO 
Quick Reference Guide 

Viewing Work Orders Needing a Purchase Order (PO): Use the eShop 2.0 portal to see which of your work orders 
require a PO and whether a PO number has already been submitted. These are work orders waiting on a PO or on 
payment. 
Note: Portions of application pages are grayed/blurred out to conceal and protect identities. 

Open the Manage Purchase Orders Page 

1.  From the portal homepage, in the Quick Access tiles, click the Work Orders Needing a PO tile. This opens the 
Manage Purchase Orders page. 

 
Work Orders Needing a PO Quick Access tile on the home page. 

* You can also reach this page from the top navigation bar by clicking Work Order, then Manage PO. 
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Review of the Work Orders Needing a PO 

The Manage Purchase Orders page lists every work order at a substatus of needing a PO, or where a PO has been 
submitted and payment is being awaited. 
2.  Read the Visit Substatus column (for example, Waiting On PO or Payment) to see which orders require a 

purchase order. 
3.  Check the PO Required and Purchase Order ID columns. If a PO number has already been submitted for an order, 

it appears in the Purchase Order ID column. 

 
Manage Purchase Orders — the Visit Substatus, PO Required, and Purchase Order ID columns. 
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Open an Individual Record 

4.  Click any Work Order number to open its details. Work orders at a purchase-order state open in a dedicated 
Manage Purchase Order form. 

 
Dedicated Manage Purchase Order form for a work order in the purchase-order state. 

On this page, you can review the Visit Status and Visit Substatus, the work order details, and the service estimate for 
the order. 

* You can also reach this page from the top navigation bar by clicking Work Order, then Service History. 

 
 

  

 

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


