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Administrator Manual 

 

 
The administrator manual is aimed at the person within the company who assigns the activities to the 

field employees. This person will manage the accounts of the employees and send to them mobile 

work orders. 
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My Mobile Work Order – general information 

1. What is My Mobile Work Order? 

My Mobile Work Order is a web based application developed specifically to provide advanced mobile 

work order processing at an affordable price. With My Mobile Work Order, you can send, process 

and complete work orders by simply using a web browser and a PDA (personal digital assistant) or 

Smartphone.  

1.1 Benefits of My Mobile Work Order 

• You can access your work orders from anywhere at anytime. 

• Eliminate paper based workflow.  Work orders are created and completed electronically. 

• Minimize lost, illegible or incomplete work orders.  

• Your employees get work orders instantaneously.  You create them and your employees 

receive them within moments. 

• Minimize delays associated with getting the completed work orders. 

• The moment they are completed you know it. Generate invoices and get paid faster. 

1.2 Features 

• Complete mobile work order management solution. 

• Website for creating and managing work orders. 

• Personal Digital Assistants (PDA) or Smart Phones for receiving work orders. 

• Always up-to-date information about the status of assigned tasks. 

• Affordable monthly fee. 

• Optional: Integrated route navigation (PTV or GPS navigation). 

1.3 My Mobile Work Order Schematic 
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Working with My Mobile Work Order 

3. Create your 30 days trial account 

Click on the “Register here for free” button on the website www.mymobileworkorder.com. 

 
Image 1 

 

The image below appears (image 2). Here you can enter your data and password. Entering your data 

will create a 30-days trial account. 

 
Image 2 

 

Press “Register” to submit. You will receive e-mail confirmation with your user name and password. 

Now you are logged on the My Mobile Work Order – administrator area. Here you can do the 

following: 

• Edit your account 

• Add users 

• Access the application to [create work order] 
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4. Administrator area 

Once you have registered for the 30-days trial account, you will go automatically to the administrator 

area (image 3) where you can edit your account and add accounts of your employees.  

 

 

 

Image 3 

4.1 Add employees 

Every employee needs an e-mail address and password to log in on his/her handheld device to 

receive, accept or refuse work orders.  

 

In [add employees] section (image 4), you can create the accounts of your employees who will 

receive the work orders on their handheld device. Enter valid e-mail addresses and choose password 

to add a new employee. Every mobile user will receive a confirmation e-mail with his login credentials.  

 

 

 

 

 

 

 

 

 

 

 

Image 4 
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After you have created an account of your employee, you can go to [help your employee to 

download software on his PDA] (image 5). This link will redirect you to the Download Center where 

you will find the Client Software and the Client Software Installation Manual: 

http://www.mymobileworkorder.com/en/download_center 

 
 

 

 

Image 5 

 

4.2 “This user already exist’ alert 

If during creating the account of your mobile employees you received an ‘alert this user already exists’ 

it means  

Option 1 

The employee with this email addresses has already been added to your list with the employees. 

Option 2 

The employee with this email addresses has already been added in the account of your company 

which you might have created before. In that case please use either different email addresses of your 

mobile employee or call Efficient Business System to remove the account of your mobile employee 

from the old account so you can add him again in the new account.  
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4.3 Delete accounts of the employees 

If you want to delete accounts of the employees, contact helpdesk  

by phone: 949-600-6970 (x101) or email: hvac@efficientbusiness.net 

 

When you add a user, they will receive an e-mail notification with their user data. The user will be 

entering his user name and password every time they want to connect with the application and start 

receiving work orders on the handheld device.  

4.4 Create Work Order 

Click on [create work order] and log in to the application and send work orders to your employees. 

Go to point 5 to see how to create work orders. 

Image 6 
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4.5 Edit your account 

In [edit your account] section you can edit administrator’s data and password. 

 

 
Image 7 
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5. Sending work orders to the employees 

 

5.1 Log in  

Click on [create work order] in the menu (Administrator area). Then you will be redirected to the 

My Mobile Work Order application from which you will be sending work order to your employees. 

Log in with the administrator’s account you created.  

 
 

Image 8 

 

In My Mobile Work Order application you can do the following: 

• create work orders 

• search work orders by work order number 

• search work orders by customer name 

• search employees and work orders assigned to them 

• view all work order assigned to the employees 

• create your contact list so you can easily select an address when starting a new work order 

• export work orders to excel spread sheet 

 

 

Note! To start receiving the mobile work orders, your employees should download the Client 

Software onto his/her handheld device and access the application via handheld device by using the 

login name and password you created for them in the administrator area. Download Client Software 

installation manual for more information. 

 

The Client Software can be downloaded from the website: 

www.mymobileworkorder.com/en/download_center  

 

Go to the installation manual to see how to install the Client Software on the handheld device: 

www.mymobileworkorder.com/en/download_center  
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5.2 Create your contact list 

Before you start to create work orders to send them to your employees, we recommend that you 

create your contact list. This will also allow you to select an address easily from a drop down menu.  

 

 
Image 9 

 

5.3 Create new work order 

Image 10 shows an empty form. Here you can fill out the form which will be digitally sent to a field 

employee.  

o Click on [assigned to] to select the employee to who will receive work order 

o Click on [contacts] to select from the contact list the address of your customer 

o Select [start date] and [time] 

o Select [deadline date] and [time] 

o Name your work order e.g. “fix the taps in the kitchen on the 2nd floor” 

o Fill in the details about the problem [problem description] 
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Image 10 

 

You always receive a confirmation when the form has successfully been send.  

 
Image 11 
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5.4 Search work order 

5.4.1 Search work orders by work order number 

If you want to find work order by number, go to search [work order number] and type in the work 

order number. 

5.4.2 Search work orders by customer name 

If you want to find work order by customer name, go to search [customer name] and type in the 

customer name to which the work order has been sent.  

 

5.4.3 Search employees and work orders assigned to them 

If you want to find work order by customer name, go to search [employee] and type in the employee 

name to which the work order has been assigned.  

 

5.4.4 View all work order assigned to the employees 

If you want to find all work orders go to [all].  

 

 

 

5.5 How to read the status of the work order 

When you have sent several work orders, you can see their status. The color shows if the ticket is, 

accepted, refused or completed. 
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5.6 Reports 

In the My Mobile Work Order application you can export all work orders to Excel file.  

 
Image 12 
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6. Questions?  

 

For more information you can go to this web page: www.mymobileworkorder.com.  

Or contact our reseller: hvac@efficientbusiness.net 

 


