
Logging into
Netfacilities
Go To: 

https://system.netfacilities.com



1. Log in to Netfacilities

2. Use your email address  
and assigned password

3. Click Submit



Create a Work Order - Basic User
To create a work order, log in to your NetFacilities account and click on the Work Orders tile on the Home page. 

Then click on the Work Order tab.

On the Create Work Order screen, the user must fill out the required information in order to submit or output the work order. 

1. If you are creating this work order on behalf of another user, type their name into the On Behalf Of search bar and click the arrow button to 
the immediate right.

2. Select a Site from the dropdown menu.
Note: If there is only one Site under the Domain, it will auto populate in the field.

3. Select a Sub-Site from the dropdown menu.

4. Select an Area from the dropdown menu, if applicable.

5. Type in a detailed description of the location.

6. Select the date and time from the respective pickers. This date will be recorded in the audit trail.
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7. Select the Service Type from the dropdown menu.

8. Choose a Symptom/Task from the dropdown menu if available.
If none is listed, or the available tasks aren’t appropriate, leave the selection as Custom Symptoms/Tasks.

9. Type in a detailed account of the Service Description in the available text field.

10. If Class control has been enabled choose the appropriate selection from the dropdown menu. 

Once the required information has been entered, click the Submit button. 

The work order will then be routed to the reviewer/approver so that they can approve or deny the work order. 

Editing Fields

Symptoms & Tasks 

To add, edit, or remove the available Symptoms & Tasks, click on the button to the right of the field. 

Click the Add New button in the pop-up, fill in the required fields, and then click the Update button to add a new Symptom & Task. 
Click the Edit or Delete buttons to edit or delete an existing Symptom & Task. 
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Classifications

To add, edit, or remove the available Classifications, click on the button to the right of the field. 

Click the Add New Record button to add another Classification to the dropdown menu. 
Click the Edit or Delete buttons to edit or delete an existing Classification. 
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Recurring Schedule
To put the work order on a recurring schedule, click the link on the upper right-hand side of the web page. 

Add to Shortcuts
For easier access to the Create Work Order page, a user can add it to their Shortcuts. 
Click on the Add to Shortcuts link on the upper right-hand side of the web page. 
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Then enter a name for the new Shortcut and click the Submit button. 

Users can find their Shortcuts by hoving over the Star icon in the upper left-hand corner of the web page. 
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