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TeamWORKS WEB Work Order Manager manages and tracks the work order process from virtually 
anywhere.  By using WEB Work Order Manager, users can access their work orders from anywhere and can 
keep track of work orders tied to specific categories like: 

• Assigned To Employee 
• Trades 
• Projects 
• Specific Locations  
• Departments 
• Vandalism 
• Priority 
• Budgets, and 
• Other Purpose Codes 

 
NOTE:  Pop up blockers should be turned off or exceptions to this site should be made if not functionality 

will be lost. Also some screen shots may vary depending upon the browser you use. 

*Highlighted fields indicate a System required field. 

 

Creating a New Work Order 

Login to TeamWORKS WEB 
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From the Work Order main menu Click on Forms and Select New Work Order. 

 

WEB Work Order Form 
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Once you have completed entering data into the form Select the Save tab at the bottom of the form. 

This will save the record and assign a work order number denoted in next screen  

 

The other buttons on the Work Order Form allow you to  :  

  go to a new form  

update an existing record 

 resets the fields to its original values 

 saves or updates the record and closes the form 

 Allows you to search for other work orders by number 

 Shows you the list of work orders the user has entered to the system. 
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Work Order Search 

 

a. Click on the Work Order Search button at the bottom of the Work Order Form. 

 

b. Enter criteria you wish to search for then click   
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The search results will load in the next screen. 

 

To save the search parameters, Click    at the top of the Work Order List. The saved search 

will load each time you login. 

It will then prompt you to another screen where the user can type the name in which they wish to save the 

search under.  Click Save and you will receive a message confirmation. Click OK to close. 
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My Search List 

 

Click the  button it will launch another page.   

 

The following screen will appear with a list of the user’s saved searches: 

 

If you click the  it re-launches the work order list page with those results. 

In order to save these results as the Default search select the Search Criteria  from the drop down list, 

that was created and saved. Then click the button. Then Exit out of the window.  Multiple 

Search criteria can be saved and loaded at the user’s convenience.   

 

NOTE: Only ONE Default search Criteria can be saved at a time. The Default Search can have one search that 

has multiple criteria. 
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 -Click here to delete the search 

  Click OK to delete the Search. 

 

Additional Buttons/options: 

  clears the search parameters 

 brings up the form that allows you to enter a new work order 

allows user to export to excel the work orders from the Work Order List. 
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 Clear Search 

Clears the users search parameters.  

 

 

General Work Order Report 

95% of your work order reporting will come through this report.  Any data entered on the work order form 

can be filtered out using this report front.   

From the main menu, click on Work Orders and Select Reports.  From there you will need to Select General 

Work Order Report 

 

You will then be shown a form where you can select the criteria in order to generate a Work Order report. 
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If for example you click the open in  you will be 

prompted with the below screen shot. 
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 Click on  beside the status you want added to the report and it will move the selection to the right 

pane.  Repeat to make more selections.  

 

Click Save to continue. 
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This will yield the criteria selection form with your selection marked with  

 

Once all selections have been made and fields completed, Click Build to generate the report. 
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General Work Order Report example:

 

From this screen you can save the file in Excel, PDF or Word.  

To  print the report click the  icon.  Once completed just exit out of the page. 
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Daily Employee Labor Review 

This report will show labor transactions (not Assigned To) for any employee, department or specific labor 

types specified in the report front.   

 

From the main menu, Click on Work Orders and Select Reports.  From there Select Daily Employee Labor 

Review 

 

 

 

The following screen will appear. 

NOTE: the Employee’s labor has to be entered in order to have results 
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Select an employee from the drop down menu. 

 

 Enter the Work Date or use the Calendar:  By default it loads with the current date  
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Then click  to generate the results. 

 

 

 

From the results you have several options  Export to Microsoft Excel, CSV 

(comma Separated Values) it will open it Excel and to open in Microsoft Word.  From these formats you can 

save, email and print if needed. 

 

 

 

 

Customer Support 

Email:  Support@goTeamWORKS.com    

Telephone: Toll Free (866) 892-0034 

mailto:Support@goTeamWORKS.com

