
How to Add an Activity to an Existing Service Order 

Sometimes, you’ll work on a Service Order where the list of Activities does not include the Activity you 
need to book time to. This might happen because a routine job needs a specific unrelated task done; or 
because the Service Order was created with an older version of a template. When this happens, you’ll 
need to add the Activity to the Service Order manually. 

 

In this case, we’re taking a general-purpose Landscaping Service Order and adding the activity of Adjust 
Tree Brace. These are the steps to follow: 

1. Open the Activities tab 

 



2. Use the Activity Details box at the bottom of screen. We need to fill in every field that has a red 
star, plus also the Task field. 

 

Close-up of Activity Details box: 

 

3. The Activity field will have a random number in it. Erase whatever is there, and then enter the 
correct Activity Number. (Use the list on the Crew Sheet to find the right number.) 

 



4. Put in the correct Task. It’s a longish list, so make your life easier by putting part of the code into 
the Task field first, and then clicking the search button. 

 

Result of clicking search button. 

 

5. Here is a close-up of the Search Results box. Double-click on the correct choice (or click once to 
select and then click the “OK” button) to enter it into the Task field. 

 



6. Put in the correct Trade. It should either *DPW-CREW or DPW-CREW (no asterix). The choice 
depends on how this particular Service Order is being charged. If this is xxxxx, then use the 
asterix. But if it is zzzzz, then use the plain version. 

 

7. The next two fields have default values in them. Leave them there. (Leave “Estimated Hours” at 
0 and “People Required” at 1.) 

 

8. Put in the Start Date and End Date. Just copy what the other lines have. Type in directly (careful 
of format) or use the calendar drop-down. 

 



9. Click the “Submit” button. The information you’ve just entered will show up in a line in the top 
part of the screen, and the Activity Details box will be cleared out. 

 

Result: The newly-added Activity is listed on the Activities tab. 

 



10. The newly-added Activity is now available in the drop-down lists on the Book Labor and Non-
Labor tabs. 

 

 


