
Work Order Standard 
Operating Practice 

INSTRUCTION NUMBER: 
75-0009
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Once you are on the asset’s page, then you will need to go to the 
PM SCHEDULE which is located in the Related Tables below the 
main body of the asset information section. This is very important 
to start ALL PM type work orders from this schedule. Choose the 
correct PM description by clicking on the blue GoTo link located in 
the very left hand column next to the specific PM task that needs 
to be done. 

Once you choose the correct GoTo link, it will open up a blue PM form 
for that asset.  

Once you see this blue form, look it over and make any necessary 
changes by clicking on EDIT.  
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Assign To, or Assign To Type may be the only thing that you will need 
to change. Make your changes and then Save Changes. 

Click on ACTIONS located at the top to Manually Generate a PM Work 
Order. (Remember, if you are using an IPAD, be sure to tap on 
OPTIONS first before choosing ACTIONS.)
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Once you MANUALLY GENERATE the PM work order, it will look like 
any other work order except it will list the WO TYPE as a PM Type 
work order along with all of the labor guide items already populated 
as well as the brief description and work order procedures check off 
boxes. It will also have a WO # assigned to it.  
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