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Navigation Pane 

 
 
 
 

 
 
 
 

 
 
Action Required: The Action Required Page displays Work Orders 
items that are in process. 
 
Work Orders – These were previously called “funding requests.” 
They are for work being proposed to be done immediately. They can 
either be Work Orders that were Planned Cap Ex or Emergency 
Requests. 

 
 

Work Orders View: 
 
All Work Orders submitted (added) will be viewable here. These are 
the statuses the Work Order can be in: 
 

o Requested - submitted by Property Management user, no action 
taken yet 

o Under Review - approved by at least one WHPC user 
o Denied - denied by a WHPC user 
o Cancelled - cancelled by Property Management user before any 

action taken 
o Approved - approved by all users in workflow 
o Final - work completed and final invoice and funding info 

completed by Accounting user 

 
Work Orders Add: 
 
This page is for the entry of a new Work Order. Each Work Order will 
be connected to an apartment name, address for the specific 
building, and unit number. If the Work Order is for common area 
within a building, unit number is not required. If the work is not 
connected to the building (retaining wall, sidewalks, etc.), “Not 
Applicable” may be used.  
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Navigation Pane (cont.) 

 
 
 
 

 
 
 
 
 

 
 
Planned Cap Ex – These were previously called the “5-year Cap Ex 
budgets.” These items are Cap Ex items being planned for future 
years. While many Cap Ex items will be within the next five years, 
there is no limit on the future year. Also, Planned Cap Ex items can 
be entered year-round.  
 
There will be an annual deadline in the fall for item entry for the next 
year. WHPC will communicate the exact date. 
 
 
Planned Cap Ex View: 
 
All Planned Cap Ex submitted (added) will be viewable here. These 
are the statuses Planned Cap Ex can be in: 
 

o Requested – Property Management user entered item 
o Cancelled - cancelled by Property Management user before 

WHPC Asset Management user review 
o Denied - denied by WHPC Asset Management user 
o Pre-Approved, Ready for Work Order – pre-approved by  

WHPC Asset Management user 
o Work Order Submitted – Property Management user 

submitted work order attached to planned item 
 

 
Planned Cap Ex Add: 
 
This page is for the entry of new Planned Cap Ex items. Each will be 
connected to an apartment name and address for the specific 
building. If the work is not connected to the building (retaining wall, 
sidewalks, etc.), “Not Applicable” may be used.  
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Navigation Pane (cld.) 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
Reports – These pages allow generation of comprehensive reports 
with options to export to Excel. 
 
 
Reports Funding Source:  
 
The Reports Funding Source page is primarily for Accounting. 
 
 
Reports Work Order Detail: 
 
The Reports Work Order Detail page provides comprehensive data 
of all Work Orders. 
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Action Required 

 

 
 
The Action Required Page displays Work Orders items that are in process: 
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Work Orders View 

 

 
The Work Orders View page displays all Work Orders for the property. Users can apply filters and sort 
based on needs: 
 

 

The History link shows the flow of the Work Order thru the decision process: 
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The Notes link shows all notes entered by Property Management users and WHPC users in the process: 

 

 

 

 

Work Orders Add 

 

The Work Orders Add page allows the Property Management user to submit bids for approval. If this was a 
planned item, it will be connected to that planned item. If it was not planned, it is considered an 
“Emergency Request.” 

This page is for the entry of a new Work Order. Each Work Order will be connected to an apartment name, 
address for the specific building, and unit number. If the Work Order is for common area within a 
building, unit number is not required. If the work is not connected to the building (retaining wall, 
sidewalks, etc), “Not Applicable” may be used.  
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First, select the Apartment Name. Next, select the building address the work is being done at. If the work 
is being done at multiple buildings, select this Multiple Buildings address. If the work is not building 
related (retaining wall, sidewalks, etc.), select “Not Applicable” checkbox. 

 

 

The RealPage ID, Parent Name, and Legal Name will auto populate. If for a unit, enter the Unit Number. 
Enter Work Type. If part of an insurance claim, select the toggle. Enter the amount.   
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Attach each of the bids. If this is an Emergency Request (not planned for), click the checkbox. If this was 
planned, select the Planned Cap Ex Item from the dropdown. Note: Due to one-time, WHPC bulk import 
of previous budgets (2025-2029), you may have to select “Multiple Buildings” for the address of the 
building. 

The item selected should be within this fiscal year. If not, the system will alert you. If the item is 
absolutely needed outside of the planned fiscal year, this should be explained in the Reason for Request. 

The Reason for Request should include a narrative on the bids, the contractors, and a recommendation. 
These are the notes describing the “why” behind this Work Order. The narrative should be descriptive so 
the request and details of the bids are very clear. 

Enter your full name. If there are additional attachments that were not part of the bid file, upload them in 
“Other Attachments.” 
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Planned Cap Ex View 

 

 
The Planned Cap Ex View page displays all Planned Cap Ex for the property. Users can apply filters and 
sort based on needs. 

 

 

If the Planned Cap Ex item was planned for the current fiscal year, the year will be highlighted in green on 
the left of the page.  
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Planned Cap Ex Add 

 

The Planned Cap Ex Add page is for the entry of new Planned Cap Ex items. Select the Apartment and 
then the address of the building. If it is multiple buildings, select Multiple Buildings in the Address field. 
“Not Applicable” checkbox will be added soon for non-building items, such as retaining walls and 
sidewalks.  
 
Enter the work type, planned year, estimated amount, and detailed notes explaining more about the 
future work being planned.   
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Reports Funding Source 

 

 

The Reports Funding Source page is primarily for Accounting: 
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Reports Work Order Detail 

 

 

The Reports Work Order Detail page provides comprehensive data of all Work Orders: 
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Website Troubleshooting 

 
 

Any technical issues should be directed to Brian Coda (bcoda@whpc.com). 
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