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Starting Tips 

• Work Orders and any area that do not offer a delete option means you can’t delete it. We recommend if you want to create test items 

do so in our free sandbox area. https://projx360.com/demo. Your only option if you have created extra data is to use it for the next 

record you are adding. 

• Recommended Web Browser: Google Chrome. Make sure you are running the latest version.  

• App: The ProjX360 Management Solution does not need a specific mobile app as it has been built in responsive design and will 

format appropriately for your devices browser. We do have an app available for your ProjX360 environment to add additional features 

to the time tracking and access to your environment without having to log in each time. Search your device store for "ProjX360" to find 

our free app. If you are having trouble connecting verify you are using the same url as you are on desktop with “https”. 

• If you need a new license contact support@projx360.com or use live chat on our website projx360.com. 

• If you need to remove any of your PM (Project Management) licenses please mark inactive the user you would like to remove. If you 

are trying to remove a Sales CRM or PR (Proposal) license click on the user who has the CRM/PR license assigned to them and 

uncheck next to Proposal or CRM License. Please contact support@projx360.com so your billing can be adjusted. 

• Billing related: Please call us toll free 1-844-688-5584 or live chat on projx360.com. 

• Learning Center: https://projx360.com/help 

• Request Online Training by Go To Meeting: https://projx360.com/training-request 

• Request On-Site Training: https://projx360.com/support/on-site-training 

• Upcoming ProjX360 enhancements: https://projx360.com/road-map 

• Request New Feature: https://projx360.com/contact-us 
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Work Orders 

Creating a work order is quick and easy. Simply give the work order a title and then choose a client, project or both. The client information will auto 

fill in the work order to save you time. Then choose the type of work order it is, the status and if it is billable or not and you are up and running. 

Once you are in the work order you can schedule technicians easily. Then start creating the tasks for your technicians that need to be completed. 

You can add tasks/items from a proposal, add product from the product database, add a custom checklist from your checklist library, or just add 

custom individual tasks/items. The technicians can then check the tasks/items off as they are completed and it date and time stamps who checked 

it off. 

Client Work Orders 

Designed for small one off jobs. 

Project Work Orders 

Designed for large projects as you are moving through the different stages of a project.  

Service Work Orders 

Designed for your service calls for finished projects or past clients.  
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• From the main menu you can filter WO’s by clicking on Client, Project or Service. 

• Click any of the top column headers (Title, Project, Type, Status, etc.) to sort the column data. 

• Click any WO status tab to filter the data. (Not Scheduled, Scheduled, In Progress, Complete, etc.) 

• Utilize the search feature box on the right side to narrow down results.  
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Add Workorder 

• Click on the orange cogwheel to expand and see “+ Add Workorder” and “Edit Layout” options.  

• You can also use the (Copy, CSV, Excel, PDF, Print) icons to capture the current screen data. 

• Edit Layout - Adjust the column ordering on the Work Orders overview page and toggle which 

fields are displayed.  
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• WO Title: Give the Work Order a title. Example: “Davis, Brian - Family Room TV Issue”. *You can also use the “Generate Title” and that 

will auto generate a WO title for you. By default you will see “PJXGENERATED” but once you save that will assign a WO Title.  

• Select Client: Choose an existing client to associate the Work Order to. Once selected the address information will auto populate. 

• Select Project: Choose an existing project to associate the Work Order to. *In order to time track a project is required. 

• Budget Hrs: Enter in budget hours for the Work Order. *Not required 

• Select Type: Choose if the Work Order is client, project or service. 

• Select Status: Choose from the existing drop down menu. Best to pick “Not Scheduled” so you can easily see which WO’s need to be 

scheduled.  

• Select Billable: Billable or Not Billable. 

• Name, Address, City, State, Post Code, Country, Phone. *This information will auto populate when choosing a client if you have all of the 

information filled out in your client record.  

• Description: Type in a Work Order description. *Not required 
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Print 

Top left corner next to View Workorder click on the print icon to print the current WO. 

Clock In / Clock-Out 

Clock In button on the top right corner of the WO.  

Select the Phase you are clocking in to along with any notes. Click Start Time. 

 

Clock Out button on the top right corner of the WO.  

 

Schedule 

Schedule your WO by clicking the “+” icon. As you can see from this example you are able to schedule a WO on different days. To schedule 

multiple just click the “+” symbol to be able to schedule another day. 

 

 

 



10 
 

 

 

• To save start date/end date click the blue check  

• To save start time/end time click the blue check that will appear.  
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Add Line Items 

Click the “+” symbol within the line items. 

Select Item Type: 

Proposal Item: Choose Proposal from the drop down list. On the next page choose which proposal items will go on the WO. 

Product: Choose Product from ProjX360 database. 

Checklist: Choose from a Checklist you created within ProjX360. 

Item: Type any custom item you want to add to the WO. 

 

• Mark a line item complete by clicking the check. *It will turn green for complete. 

• Each line item will have the technicians name with a time/date stamp so you can see exactly who and when it was marked complete. 

• Expand any line item by clicking on the “+” symbol to the left of each line item.  

• If the technicians are having an issue with something they can easily add notes and attachments to individual line items. 

• There will be icons next to each line that has attachments or notes so you can easily spot them.  
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Repair Items 

During the service call if a piece of equipment needs to be uninstalled and shipped in for repair, we've got you covered. With our repair tracking 

you can assign equipment to a project or create the repair ticket inside a work order, log all of the vital information and the issue with the piece of 

equipment. With our alert settings, you can setup a notification if you haven't received the part back within a specified period of time the software 

will alert you so you can follow up with the manufacturer so nothing falls through the cracks. Once you do get the product back you can mark the 

repair ticket complete and it moves the repair ticket to the completed section for your records. 
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Invoices 

Get paid right on the spot. With ProjX360 invoicing your technicians can create an invoice while they are still on the jobsite to collect for the work 

they just completed. This will help with your cash flow not having to wait until the customer gets around to paying and will save you countless 

hours trying to collect for that invoice. 

Click to create a new invoice. Click to view all invoices.  
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Add times to an invoice 

Click the time clock icon on the Invoice. *Circled in red. 
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Place a check next to each entry that you want to invoice for. Click the Save check mark. 
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Client Signature 

Obtain a client signature to show the WO has been completed. 

 


