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Update a Work Order

From the 'Command Center' - either choose a specific work order, or preview a list of work orders. From the list of
work orders - click on the Work Order link to EDIT the work order.
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Important notes:

. Attempt to complete/update ALL infomation on each page. The more information that you can complete UP
FRONT - will provide better details to your work crews for resolving the problem.

. Be sure to click on the NEXT button after each page, and the FINISH button at Page 3. This will complete
data entry for your work order.
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Step 4 -
Completion
Information

Step 4: Completion
Information

« Enter
completion
dates, and
status

« Click on the
NEXT button to
save your
revisions

« You will
proceed to
Page 2 (below)

PAGE 2

Problems Observed

. Select a
problem from
the dropdown
list - so that
your choice
appears in the
box.

. Click on the
ADD NEW
PROBLEM
button. This
SAVES the
problem that
you selected to
this work order

. Below, view or
delete the
current
selection of
problems or
actions.

. To delete an
existing
problem,
highlight the
problem, and
click on the
button DELETE
EXISTING
PROBLEM

. If you need to
add another
problem,
choose the
problem from
the dropdown
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Click on Add button to save NEW information
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list, click on the
ADD NEW
PROBLEM
button.

Click on the
CLOSE
WINDOW
button when
finished, to
return to the
MAIN work
order page
Click on the
NEXT button to
proceed to
page 3

PAGE 3

Materials /7 Pay

Items

Click on the
ADD NEW
MATERIAL
button to add a
new item. This
will generate a
blank screen.
Enter the
associated
information
onto this page
Click on the
SAVE
CHANGES
button to save
this record

If you need to
add another
material item,
click on the
ADD NEW
MATERIAL item
again to
generate a
blank screen.
To EDIT a
material item,
select that item
from the
dropdown list
in the YELLOW
area and click
on 'Select
Existing
Materials / Pay
Item' button to
choose this
record. Make




iSLIMS - DC Department of Transporation - Streetlight Maintenance Division

any changes as
required.

Click on the
FINISH button,
to save your
work and to
return to the
Command
Center

You have now
successfully
completed
entering a
WORK ORDER.
You may return
to the
'‘Command
Center'.
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