
The following steps are manual and required until an automated process is finalized and in place. 

EMCOR Operations will perform manual steps, which includes opening each WO and saving it, in order 

for the Goodwill Admin team to perform their steps. 

Goodwill Admin Steps: 

1) Recommend performing these steps 1x/day. Find a time that works, and be consistent with using 

that time each day. 

2) Open Via, click on Work Order Management 

3) Click Work Orders – Find Work Order 

a.  
4) Find GCNA/GIMV in the Customer Dropdown, and select it 

a.  
5) Clear out the Requested Date Range (remove the “14”) 

a.  
6) Select Service Provider Not Assigned Status, and no others 

a.  
7) Click Search 

a.  
8) Open each Work Order 

9) Click Save to clear out the red text notifications. 

a.  
10) Click Change Status, select New Work Order (05), click Accept 



a.  

b.  
11) Click Calculate VLX, Select first option 

a.  

b.  
12) Click Save 

a.  
13) Click Change Status, select Dispatched (35), click Accept 

a.  


