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Work Order Training
Email Notifications

Prepared by:  Sean Connaghan
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Email Work Flow

Work Order
Created 

(PJM)

New

Notification: All Users in the attention field

Rules: Can not be edited, must be cancelled, Regenerated

Next Step: Manage Task
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NEW



NVR - Business Use Only

4

Regeneration

WOs regenerated 
will have original 
WO # at the top of 
the email

WOs regenerated 
will have original 
WO # at the top of 
the PDF

*A link to the original WO will be visible in all emails
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Email Work Flow

Work Order
Created 
(Vendor)

Notification: All Users in the 
attention field

Rules: Any NVR User can 
Accept, vendor will not see 
buttons

Next Step: Accept/Reject

Action Need

AcceptedDenied

Notification: All Users in the 
attention field

Rules: Denied can be copied 
to new WO (Regenerated)

Next Step: NA

Notification: All Users in the 
attention field

Rules: Only Accepted, NVR 
users can Cancel, Anyone 
can regenerate

Next Step: Manage Task
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ACTION NEEDED (PENDING)

Possible Actions:

1.

2.
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NEW (ACCEPTED)
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DENIED (REJECTED)
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Email Work Flow

Work Order

Notification: All Users in the attention field

Updated CompletedCancelled

Rule: Changing a task date 
will generate an email

Rules: Only NVR Users can 
cancel an OPEN WO. 
Vendors can cancel a 
PENDING WO.

Rule: A completed WO can 
not be cancelled
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CANCELLED



NVR - Business Use Only

11

COMPLETED
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UPDATED (DUE DATE)
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COMPLETION Reminder (OVERDUE)

Work OrderNotification: All Users in the 
attention field, PJM assigned to 
the lot

Rules: Batch Email for all WOs 
with the oldest Due Date Past 
Due

Next Step: Complete WO, 
Update Due Date

Overdue
(Assigned)

Overdue
(PM)

Notification: PM Assigned to 
Community

Rules: Due Date is > 3 Days

Next Step: Contact PJM

*Expectation: 
Complete or update WO 
within 48 hours after 
latest due date
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COMPLETION Reminder

*Sent 3pm Daily

Audience -
Due date <= Current date

PM -
Due date <= Current date-3 days
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PENDING OVERDUE

Work Order

Notification: All Users in the 
attention field, PJM assigned to 
the lot

Rules: Batch Email for all WOs 
with the status of Pending

Next Step: Accept or Reject WO

Overdue

Overdue
(PM)

Notification: PM Assigned to 
Community

Rules: Create date is > 2 Days

Next Step: Contact PJM

*Expectation: 
WO accepted or 
rejected within 24 
hours
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PENDING Reminder

Audience -
Create date <= Current date

PM -
Create date <= Current date - 2 days

*Sent 3pm Daily


