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Assigning a work order to a technician 

Office Administrator: 

This is how you can assign a technician to a work order from the workspace screen 

From the work order screen, you will need to locate the Allocated Technician box 

 

You will click the Select Technician dropdown and choose the technician that you want to assign to this 

work order. 

 

Once you click Allocate Selected Technician and you will see the currently selected technician and 2 

new options. 
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Deallocate: removes the technician assigned to the work order 

Reallocate: allows you to reassign the work order to another technician. 

When the office administrator assigns the technician, this will allow the tech to find it quickly on the 

dashboard either through a dashboard button or filtering when starting or searching for work orders. 

Technician: 

This is how a technician can find work orders assigned to them and start, pause, and job complete the 

work order. 

When a technician logs into Verisae, they will be routed directly to the Dashboard. It is recommended 

that technicians have at least a Search and a My Work Orders dashboard buttons. This will make 

searching for your open work orders much easier. 

 

If you do not have either of these buttons, you can create them but clicking the + to bring up the 

dashboard button creator 

If you click the My Work Orders(or created) button it will take you to a list of all work orders assigned to 

you 

 

There are a few options here to help you 

Columns…: this will allow you to choose what columns are displayed 

Filter…: this will let you filter your work orders 
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If you click the Search button on your Dashboard you will get the Search field. When it opens, it may be 

on the Asset search field, make sure that you click on the Work Order tab. 

 

Once you find the work order, you will now need to add the technician(s) to the work order to start the 

check in and out process. When the office administrator assigns it, it is for them to know who they 

assigned it to and for you to be able to find it. The technician must still add themselves to the work 

order. 

You will need to hit the Add Technician button in the work order 

 

When you hit Add Technician you will get the Add Technician dialog box 
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Click the Technician dropdown and choose the technician working on site 

 

Click Save 

You will now see the Technician, Name, Status, Action, and Complete headings 

 

Start Work: Starts the work you were dispatched for 

Pause Work: Pauses your current work, there is a dropdown of reasons why you are pausing the work 

Job Complete: When you are finished with the work you will mark it as Job Complete 

When you click Start Work, a confirmation dialog box pops up, click Save 
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If you are outside of the geofence range, you will get a Geolocation Error dialog box. If you click proceed 

it will finish the Start Work process, if you click Cancel it will go back to the Confirm Start Job dialog box. 

(this error will come up on Start Work, Pause Work, Job Complete, and Store Mgr Review) 

 

 

Once work has started, the Pause Work and Job Complete options become available 

 

To pause work, click the Pause Work button. This will bring up the Pause Work Dialog box 

 

You will need to pick the Pause Reason, enter Pause Comments, and click Save 
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Estimate submitted for Review: Used if an estimate has been requested and you are waiting until the 

estimate has been reviewed 

Estimate Required: Used to request an estimate, estimate must be completed by Office Administrator 

Parts Needed: Used when you need to order or pick up parts 

Re-Estimate Requested: Used when there has been an estimate and another estimate is need 

Work Break: Used when you need a break, going to lunch, or can’t finish the fix that day and need to 

come back 

If you Pause Work for any reason, make sure you click Start Work again to check back in 

To finish the job and check out you will need to click the Job Complete button 

When you click Job Complete you will get a Job Complete dialog box 

 

Misuse/Abuse: Use this to let us know if the issue was caused by Misuse or Abuse 

Asset Tag: If this is blank, you would be able to choose the asset you worked on 

Fault: This will be what was wrong or worked on  

Action: This is what was done to resolve the issue 
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Complete Comments: This is the technician comments that need to be specific to how the technician 

resolved issue. 

The technician will need to fill out this out to check out 

Once technician has completed job, the work order is now ready for the store manager to sign off 

The Store Mgr Review dialog box will appear 

 

The technician can either hand the mobile device to store manager to fill out the Store Mgr Review or 

click the No Reviewer Available button 

At this point the work order is either ready for a Site Review (this can take up to 3 days to complete) or 

to be invoiced by the office administration. 

Ability to have Office Administrator assign technician and start, pause or complete job: 

The office administrator can also assign the work order to the technician and check in and out for that 

technician if they are having issue connecting to Verisae on their mobile device. 

They can add them to the Alternate Labor Charge Control 

 

Click the + to add the technician 

Click the Select Technician drop down to choose your technician 
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Then you can select Start Work and click Yes on Confirm Job Start dialog box 

 

It will show the status of Working 

 

You can Pause Job and fill out the needed fields 

 

You can also Job Complete and fill out the needed fields 
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The Office Administrator should only do this IF the technician in the field is unable to do it. 


