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Close Your Finished Service Orders When the Work is Complete 

This is for “Regular” Service Orders, not for PM (Preventative Maintenance) SO’s 

 

We will work on 4 different tabs. First we’ll use the Activities tab. 

The Activities tab 

We’re going to select an Activity to enter information about. 

1. Find the Service Order you want to close and open the record. (Tip: it’s probably in your CMMS 
inbox called “DPW Daily Sheet (Assigned to Me)”.) 

2. Click on the Activities tab to open it. 
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3. We want to indicate which Activities were completed. The list shows many possibilities. Find the 
Activity in question and click on it to highlight that line. 

 

4. Notice that when the line is highlighted, the details show in the box at the bottom of the screen. 
IGNORE ALL THE FIELDS. The only thing you do here is check the “Completed” box and then click 
the Submit button. 

 

5. Result: the list of Activities shows a checked box. It’s faint grey but it’s there. We will now use 
other tabs to enter information about this Activity. 
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The Book Labor tab 

We are going to enter data about how long the crew took to do this Activity. 

1. Click on the Book Labor tab to open it. 

 

2. In the box at the bottom of the screen, click on the Activity-Trade drop-down list to select the 
same Activity as we just marked as “Complete” on the Activities tab. 

 

Result of selection: 
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3. Now we need to list the crew (for BUF, this is the truck). We’ll use the search button (the Lookup 
tool) to find it. 

WARNING! Don’t just click the search button. The list is really long. Instead, type BUF into the 
field and then click the search button. 

 

Result of click: the “pre-searched” displays. 
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4. Here is the close-up of the truck list. Find the correct truck and double-click to choose it. (Or 
highlight it and then click the OK button.) 

 

Result of choosing the truck shows below. Next we will enter the Date Worked. 

 

5. To enter the date the work was done, click the Calendar icon to see the drop-down calendar.  
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6. Use the arrows or drop-down list to change the month. Click on the date to select it. (Be careful 
not to enter the current date unless the work was done the same day you’re doing the CMMS 
data entry) 

 

Result of selecting the date shows below. 
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7. The next field is grayed out – you can’t change it. Skip ahead to “Start Time” so we can show 
how long the crew was on-site. Use the drop-down list to select the hours and minute. First 
enter the Start Time… 

 

 …and then enter EITHER the End Time OR Hours Worked, and then click the “Submit” button. 

 

Result: The data you’ve just entered will show in a line in the top part of the screen and the 
details box in the bottom part of the screen will be empty again. 
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The Non-Labor tab 

We are going to enter data about what measurable things the crew accomplished. For example, 
if the Activity is Mowing, we’ll use this tab to show what percentage of the area was mowed. 

1. Click on the Non-Labor tab to open it. 

 

2. In the box at the bottom of the screen, click on the Activity-Trade drop-down list to select the 
same Activity as we marked as “Complete” on the Activities tab. 

 

Result of selection: 
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3. Now we need to list the Measure. This means “what work got accomplished that we can 
measure”. For example, street crews will count potholes filled, while mowing crews will list 
percentage of mowing complete. We’ll use the search  button (the Lookup Tool) to find the 
correct Measure. 

WARNING! Don’t just click the search button. The list is really long. Instead, put in part of the 
code and then click the search button. 

 

4. The pre-searched list has only 1 result. Double-click on it (or click the OK button) to select it. 

 

Result of choosing the Measure shows below. Next we will enter the Date. 
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5. Skip the next 3 fields (Estimate, UOM, Transaction Type) and jump down to the Date field. Click 
the Calendar icon to see the drop-down calendar.   

 

6. Use the arrows or drop-down list to change the month. Click on the date to select it. (Be careful 
not to enter the current date unless the work was done the same day you’re doing the CMMS 
data entry) 

7. Click the OK button. (Note that the double-click doesn’t work for THIS calendar. You must use 
the OK button instead.) 
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8. In the next line, enter the ACTUAL QUANTITY. (This is usually 1 for Arborists.) 

 

9. Click the Submit button. 

 

Result: The data you’ve just entered will show in a line in the top part of the screen and the 
details box in the bottom part of the screen will be empty again. 

 



Page 12 of 14 

 

Back to the Record View tab 

Just 3 more changes 

1. We need to enter the “Completion Reason” for this Service Order. See the close-up view in the 
next screenshot. 

 

2. Click the Search button to select the Completion Reason. 
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3. Result of click. The list of Completion Reasons displays. Most of the reasons listed are for jobs 
that cannot be finished. For every job that IS finished, choose “Resolved” and then click the OK 
button. 

 

4. Here is the close-up of the list. Select “Resolved” and double-click to choose it. (Or highlight it 
and then click the OK button.) 

 

Result of choosing the Completion Reason shows below. 
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5. Sometimes, the Service Order is for a request that actually turns out to be an emergency. (This is 
not common, but it happens. An example would be if an Arborist is called out to prune a tree 
but what they find is actually a large broken branch that is threatening to fall on pedestrians.) IF 
THIS HAPPENS, change the Priority from “4 - Non-Urgent” to  “2 - Emergency”. 

 

6. Finally, set the Status to “Work Completed” and save the change. 

 

7. If this Service Order involved any more Activities, follow all these steps for each Activity. When 
you have done all the activities, you’re done with this Service Order. 

You’re done with this one! Go on to the next Service Order you need to close out. 


