
 
 

How to Complete a Work Order 
 

Work Orders in LLumin go through several stages before they can be successfully 

closed.  

Those with the Assigned status can be marked as Complete, which will either change 

the Work Order's status to Completed or Pending Approval, depending on the system 

configuration.  

Locate a Work Order 

1. Go to the Work Orders drop-down menu on the menu bar. 

 

2. Select View Work Orders from the drop-down menu. 

 

3. In the Work Order Finder, select the Work Order you want to complete. Ensure 

the Work Order has the 'Assigned' status. 

  



 
 

Complete a Work Order 

4. Select Complete to open the Complete Work Order popup. 

 

 

NOTE: Alternatively, select View to open the Work Order's page. Then, select 

Complete near the bottom to open the same popup. 

 

5. If there are Procedures linked to your Work Order and you have not entered 

Assessment Data, you will be prompted to fill out a Condition Assessment. 

Confirm that each required step of each Procedure is completed, then select 

Next. 

  



 
 

6. If the Work Order requires Continuous Improvement, complete the requested 

information on the screen. 

7. Click Next to proceed.  

 

8. On the next page, update the statuses of the Linked Assets, including logging 

any Downtime when the Asset was not operational.  

9. Then, select Complete to complete the Work Order. The status will change to 

'Pending Approval' or 'Completed,' depending on your system configuration. 
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