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How to Create a Work Order 
 

1. Login to Asset Management – https://dqtech.com/AM/ 
 

2. Select the location and Asset that the work order is for and then select Work Order. 

 
 
 

3. Next, select Add New Work Order. 

 
 
 

4. Fill in required fields and any other fields where information is available. Work Order Description, Repair 
Categories, and Vendor will need to be filled in before you will be able to save the work order. Everything 
else is optional. 
NOTE: Their will need to be additional setup if you want to have custom repair categories, as well as vendors, and 
technicians. Repair categories and technicians can be added under Customize>AddOn. Whereas vendors can be 
added under Assets>Vendors. 
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5. Adding individual parts is available but not required. If you wish to just attach the shop invoices you can 
do so by selecting, Browse Files from Here and attaching all files related to the work order. 

 
 
 

6. To track the total cost of the work order you can manipulate the Parts, Labor, and Tax dollar amounts by 
entering the values in the fields manually prior to saving.  

 
 
 

7. After everything is added, select save to save the work order to the asset.  
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