
Managing Work Orders with CorrigoPro Desktop
Life of a work order – Desktop
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Log into Your CorrigoPro Desktop
CorrigoPro Desktop login page URL- https://login.corrigo.com/connect/login 

Log into your CorrigoPro 
Desktop using your email 
address and password, 
set up during registration

Then click “LOGIN”

test@Corrigo.com………..



Locating Your Work Orders
From your 
CorrigoPro Desktop, 
click on the 
CorrigoPro tile



Locating Your Work Orders

You will be taken to your CruChats page where you’ll be able to 
locate all of the work orders sent by your connected customers

Along the top of the CruChat page you’ll find clickable menus, 
allowing your to search and filter your CruChats. 



Locating Your Work Orders

To find any CruChats with work orders that have not yet been accepted,  
click on the “WO State” menu, click on “Waiting for Acceptance”

Let’s look for work orders still waiting for acceptance

Powerful filter options make it easy to sort your CruChats and work orders 



Locating Your Work Orders

Let’s click on the unread work order still waiting for acceptance

Those in gray have already been opened

CruChat boxes in yellow have not been opened or have new 
information that needs to be read



Print a Work Order

Click on the work order you 
wish to print
Click on the drop down box
Click on “PRINTOUT” to print 
the selected work order



Reviewing a New Work Order

All details of the work order are 
contained within the CruChat, with 
every action time and date stamped

Orange text in the work order is 
clickable

To begin, scroll to the top of the 
work order

Click on the “MESSAGE” link to display 
information related to the work 
order, input by the customer



Accompanying Message

Contact information, work description, 
and procedural details may be included 
in the message

To exit the message box and return to 
the work order, click “CLOSE”



Site Contact and Service Location

Next you will see the customer’s site contact, with 
a clickable email or phone number link
Followed by the service location with the physical 
address and an interactive map link

Clicking on the map link will open the 
native mapping application on your PC to 
allow for specific directions and navigation 
to your customer’s site



The Issue and SLA

Below the service location you will 
find the reported issue and/or 
requested task

The Service Level Agreement (SLA) 
for the work order is listed next

Be aware that your customer will 
rate you on your ability to meet the 
SLA timeframes



NTE: Not to Exceed

Next, you will see the Not To 
Exceed (NTE) amount for this 
work order

The NTE is determined by the 
customer as a ceiling cost for the 
requested repair or service 

If you need to request an 
increase to the NTE amount, click 
on the “HERE” link, the “Submit 
Quote” box will appear



Submitting a Quote

Enter the quote amount for 
the requested service, and a 
description justifying the 
quote amount

Then click “SUBMIT”

The customer will be notified of the 
requested NTE increase and will have 
the opportunity to either accept or 
reject the quote



Accepted Quote and the New NTE

The details of the requested NTE 
increase are recorded, in real 
time, in the CruChat

In this example, the customer has 
approved the quote and the quote 
amount is now shown as the 
updated NTE amount



Accepting a Work Order

At the bottom of the original CruChat 
work order details, you will be 
prompted to either “ACCEPT” or 
“REJECT” the work order

Click “ACCEPT” to accept the work order 
or “REJECT” to reject the work order

The action will be timestamped in 
the CruChat, and the customer will 
be notified that their work order has 
been accepted or rejected

If you accept a work order, a new 
available action to “CHECK IN” and begin 
the work will appear



Attaching  a document to a Work Order

Click on the work order 
Once in the work order, click 
on the drop down box in the 
upper righthand corner
Click on “SEND FILE”

System will re-direct to the computer’s 
Document Library
Click on the doc you wish to attach to 
the work order 



Assigning a Work Order

When a work order is accepted, it 
can be assigned to a field technician 
or a Sub to complete the work

Click on the drop down box in the 
upper right corner of the screen

Click on ADD/REMOVE Participants to 
assign a CruMember or a Sub-
contractor to the work order



Assigning a Work Order

CruMembers and connected Subs 
will appear, see the example on 
the left
Names that are grayed-out are 
CruLeads which are automatically 
included on all CruChats

To assign work, click the checkbox 
to the right of the desired Sub or 
CruMember's name 

Enter a CruChat text message 
and click “Send”

The CruChat reflects the added 
CruMember and assignment of the 
work order

The work order is now assigned 



Checking In to START the Work Order

When a CruMember or Sub is 
assigned a work order, they will 
be required to check-in to start 
the work order

If in the Desktop, click orange 
“CHECK IN” to start the work 
order

The CruChat will update with a 
note indicating the location of 
the person that has checked in 
and begun work

The customer will know that the technician was within a 
certain proximity to the site when checking in, and it 
begins to track time so that both the customer and service 
provider know how long it takes to complete the job



Pausing a Work Order

Sometimes you will need to 
pause the work order if the 
technician takes a break or 
leaves the site at the end of 
the day on a multi-day project

Click the orange “PAUSE” link

Once again the CruChat will 
be noted to record that the 
work order has been paused

When the technician is ready to 
recommence work they click on 
“CHECK IN”



Check Out and Complete the Work Order

When the work is completed, click on 
the orange “CHECK OUT” link

The “Complete Work Order” window will 
open where you should enter detailed 
comments about the work that was 
completed.



Repair Category and Repair Code

After entering your comments, select a “REPAIR CATEGORY” by 
clicking and accessing the repair category list



Repair Category and Repair Code
Then you will do the same for the 

“REPAIR CODE”

And click “COMPLETE”



Verifying and Rating the Work

When the technician has checked out 
and the work order has been completed, 
the customer will receive notification

Customers may rate the work during their 
verification process, and the rating will 
appear, with comments, in the CruChat 
verification message

If your customer has implemented the 
verification step as a requirement in the 
work order process, you will only be able 
to invoice the customer once their 
verification and work rating have been 
completed



The CruChat Link

To share a CruChat conversation via 
email or text, click on the link icon 
at the upper right of the CruChat 
window

This will generate an active CruChat 
link which you can copy and paste

Since the link is live, it will always 
show the current conversation - if the 
conversation continues, open the link 
again to see the new content

This is a powerful tool for archiving 
CruChat conversations or referencing 
specific work orders and details



Actions and Filters

Click on the CorrigoPro tile to view CruChats
Click on the orange box to view the Bulk / Filter 
options
Click on the drop down arrow next to the 
option you wish to use: “BULK ACTIONS” 
This will open up the selectable categories 
within the selected option



Actions and Filters

Click on the orange box to view the 
Bulk / Filter options
Click on the drop down arrow next to 
the option you wish to use:
“BULK ACTIONS” 

This will open up the selectable
categories within the selected option



Actions and Filters: Bulk Accept

Work orders have been filtered by 
“WAITING FOR ACCEPTANCE”
Check the box to the right of the first 
work order Waiting for Acceptance
Then click on “SELECT ALL CUSTOMER 
CURCHATS”
This will select all work orders that are 
waiting to be accepted 



Actions and Filters: Bulk Accept

The system asks if you want to 
accept the selected work orders
Click “YES” 
41 work orders will be Bulk Accepted

41 WO



Actions and Filters: Export

The “EXPORT” function provides the 
ability for the user to export work 
order data in Excel or CSV format

Users can export all work orders at 
one time 
To export work orders in a specific 
state click on “WO STATE”, place a 
check next to the status of the 
work order orders to be exported

Example: WO State is “ACCEPTED 
WORK ORDERS”, only the accepted 
work order would be exported  



Actions and Filters: Mobile User Info 

The system displays the information 
for the connected mobile users



Actions and Filters: Filters

Clicking on “MORE FILTERS” allows 
the user to add filters to be used to 
provide additional details for the 
selected work orders

Here the user has added ‘CUSTOMER’ 
filter, “ACCEPTED/REJECTED” filter and 
‘TYPE’ filters
This allows the user to select work 
orders using additional data provided 
by the added filters
Click on the orange “X” next to each 
filter to remove the filter



Exportable Data Table: Self Reporting 

Click on the Data table icon 
to open the data table

Data table can be configured 
to fit your data needs
The table can be saved and 
shared with other users



Data Table: Selectable Data Categories

Using the slide bar at the bottom of the table, slide the bar all the way to 
the right
Click on the 3 dots in right corner of the table
Click on “Columns” to view the selectable data categories
31 selectable data categories



Data Table: Save /Share Data Tables

Click on drop down arrow to 
save or detect a table
Place a check in the “Shared” 
box if the user wishes to share 
the table with other users



Settings: Notifications / Advanced

Click on the “Settings” icon to 
view Notifications
User Notifications are toggled 
on or off using the toggle 
switch to the right of each 
notification
Notification are set for 
individual user only



Settings: Advanced

Click on the “Settings” icon 
Click on “ADVANCED”
The option to show financial information
Users can toggled on or off using the toggle 
switch to the right of each option
Toggling “Capture customer signature” will 
enable signature capture functionality all 
customer accounts
Click SAVE to save all changes 



Questions
Contact Corrigo via phone or online:

https://corrigopro.com/contactus/

https://corrigopro.com/contactus/

