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Sign-In to WorkTrack

1. Using Internet Explorer, go to:
http://providerworktrack.com

2. Enter: username, password, company name
(as provided) and press “Sign In”

3. You will see the service request list page

Accept New Work

1. Select the “Waiting on Acceptance”view
2. View request details by clicking on the request number hyperlink
3. Change status to "Accept” by clicking on the
[+ icon.
4. Enter notes and click "Ok”
5. The request will disappear from the “Waiting on Acceptance” view
and appear in the “Accepted” view (Note: to refuse new work, select

“Cancel”)

Complete Work

1. Select the “Accepted” view

2. Find the request and open it

3. Attach a copv of your regular or original invoice to the work order
4. Select the status icon and choose “Complete”

5. Enter details in the completion notes field and press “Ok”

Submit an Invoice

1. Find the completed work order in the “Completed” view @
2. Click the hyperlink to view details @
3. Click "edit"to view the invoice
4. Add your charges -- every invoice must include parts, labor, and tax
(enter $0if not applicable)
5. Add an invoice number -- it must only be the original invoice
number as it appears on your physical invoice.é
- Do not use or include the work order number. The work order
number will be added to the invoice number automatically by
the system after payment is processed.
- Enter only one invoice number per work order (only one
invoice can be paid per work order)
- Do not use dashes, slashes, periods, commas or any other
special characters (#@%&*(){}+-A, etc...)
- Any letters used in the invoice number must be capitalized (a
must be A)
- Limit your invoice numbers to 13 characters

Ensure that you are tracking and communicating internally what your
invoice numbers are and to which work orders they are applied. As
mentioned above, the work order number will be added to the invoice
number automatically by the system after payment is processed. This
means that payments (electronic and physical) will reference your
company’s invoice number with the work order number added to the
end and will appear as one number. Example: If your invoice number
is 12345 and the work order number is 600010001, the invoice number
reference in your payment will be 12345600010001.

6. When you're finished and ready to send the invoice, click the submit
button
(Note: You cannot submit an invoice before the request is
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Work Done  edit

Description; Replaced HVAC Part

Invoice  edi

Status: Mot prepared

» Service Requests » Detail View } Edit Invoice

3 Invoice for PDX0088  Senice Request Status : Completed

Submi —Friendly
s Lo Invoice Date: | April, 12, 2013

Site:  Carlson Restaurants
8695 SW Jack Burns Blvd #J, Wilsonville,
OR 97070

P.O#
Invoice #
Work Done Description

Replaced control board.

Charges
Add | | Delete
Category Description aty Rate Amount § Tax [ piscount

© |Labor - |Staﬂdard\abur | hm 97.50 O
O [Parts ~] |GE Control Baard WRSSX 10552 | 1.00] | 89.47| 89.47 O

Sub Total: 186.97

D\scuunl.% 0.00

Sub Total after Discount: 186.97

Calculate Tax: & Before Discount O After Discount Tax. % 7.83

Total: 194.80




