
Beal City Work Order System Reference Guide 
 
 
To log in, simply type in your username and password, then 
click on the 'Log in' button (or simply hit enter on your 
keyboard) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
To submit a new work order: simply fill out the form that 
appears when you first log or click on the 'Submit work 
order' button in the navigation area. Please try to be as 
descriptive as possible for the 'What work needs to be 
done?' field. When you finished, click the 'Submit work 
order' button. 
 
 

 
 



 
Before the correct department gets the work request you 
submitted, it must first be approved by the location 
manager (such as the building principal). If you click on the 
'My work orders' link in the navigation area, you will see a 
list of all the work orders that you have submitted, as well 
as the status of the work order.  
 
You can see from the picture below that the work order we 
just submitted has yet to be approved by the location 
manager, and shows a 'Pending approval' status.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
While in the 'My work orders' section, you can get the 
details of any work order by simply clicking on the 
description (for example, clicking on 'Install in room 124' 
will bring up all the details for work order number 17 as 
shown in the picture below). 
 
 
 
 
 



 
 
Any time the status of a work order changes, you will 
automatically get an email letting you know exactly what is 
going on. This will help keep you informed on the progress 
of each work order, whether it be waiting on parts, new 
software to arrive, etc. This information can also be viewed 
in the details of the work order in the 'My work orders' 
section. 
 
 
 


