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WORK ORDERS

YARDI WORK ORDERS STATUSES

	» Used to document our in-person response 
to a work order when physically at the 
home.

Home Arrival Time

Service Requests can change statuses multiple times in its life cycle depending on what needs 
to happen. As a result of that, we need to ensure each Service Request is saved using the 
correct status.  

First Contact

	» Used any time we respond to a Work 
Order with Urgent or Emergency Priority 
to document our initial contact with the 
resident.

	» It should also be used when Pending Vendor/ 
Appointment to document time and date 
you contacted the resident in absence of 
responding to the door. 

	» Resident requests to set 
up a time for routine 
work to be completed

Pending Appointment

	» There is PTE but the 
resident requests we 
return on a different day

	» Minors home alone or 
there are unsecured 
animals in the home

	» Permission to Enter is not given and one 
unsuccessful attempt to the door was made 
before the end of the next business day
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YARDI WORK ORDERS STATUSES con’t

•	 Used when parts necessary to complete a Work Order are special order and not listed in 
a maintenance supply catalog or available at a maintenance supply warehouse such as HD 
Supply, or equivalent, and are not on hand.

•	 An invoice will be available to support the carve out reason. 

•	 Used when necessary parts are on back order or not in stock at the maintenance supply 
warehouse.

Pending Parts

•	 Work requires completion by a licensed contractor after an initial response by a team 
member.

•	 A tradesman or licensed contractor is scheduled to visit the site on a planned day, 
recurring basis (such as a landscaper, exterminator, security alarm company, etc.)

Pending Vendor

•	 Used by LMH Call Center to review and close Work Orders

•	 Backup documentation necessary to cancel

Review - Cancel

	º Cannot be used

	º Cannot be used

	º Cannot be used

Canceled

On Hold

Request Reassignment

Statuses - DO NOT USE
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WORK ORDERS

SERVICE REQUEST
While most of the time we will be 
completing Service Requests on our 
mobile devices through the YARDI 
Mobile App, this is what a paper 
version of a Service Request would 
look like.  

It contains all of the same information 
the App has including:

•	 Service Request #

•	 Resident information along with 
contact information

•	 Home address and Unit #

•	 It will indicate whether or not we 
have Permission to Enter

Abraham Lincoln

123-456-7890
123-456-7890

alincoln@gmail.com

Martha Washington
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NOTES




