
Chapter 4-Users 
 
4.0 Users  
 
The ‘Users tab’ on the left navigation bar lets a person search for a user throughout the organization.  
Changes to the user profile can be done on this tab.  
  
 
 
-Use the drop down box to pick how the search will be performed; by login, first name, last name, or email 
 
 

 
 
 
 
-Then enter the search criteria 
-All people with matching criteria will be listed on the screen 
-Click on the user you are searching for 
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-The details of the user profile will be available 
-Any changes to the user can be done on this screen along with resetting of the password 
-Emulate User is used to give permission to act as the user and see their screen as to how they are logged 
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-A different type of alias can be selected for each external system 
-The Reference ID and Reference Type are created once a user is created and is stored in the alias 
-When an app outside this, needs to access this information, it gets it from the alias 
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Chapter 5-Supplier 
 

Supplier 5.0 
 
 
Once the Service Provider, Dealer, Grower, Farm, Field, and Users have been created you may want to 
create a Supplier. The Supplier page is the page that will show a list of all the Suppliers and allow a new one 
to be created or to reclassify an existing User as a Supplier. Suppliers are users that provide services 
specifically for the Grower level of the organization. Users created under the supplier with the correct roles 
will receive tasks in their TASK INBOX if the associated Supplier is selected on the Work Order.  The work 
orders currently set up to function with Suppliers are Soil Sample, EC, and VRS.  The Supplier page can be 
accessed by clicking on the Supplier tab on the far left navigation bar of the software. 
 

 
 
 

5.0 Add a Service/Supplier 
  

 
-At the very top left of the Service/Supplier page is a navigation bar for your Service Providers, Dealers, 
Growers, Farms, and Fields 
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-Find the desired User level that the supplier should be added under 
-Do this by clicking on the small arrow on the right of the service provider name to drill down to a lower 
level in the User hierarchy 
-The desired User’s name can also be typed in the search bar until the expected result comes up 
 -Click the correct name 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
-Click on the ‘Add Service/Supplier’ button to add a new Service/Supplier 
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-Once on the ‘New Service/Supplier’ page, there is a drop down menu for adding existing Dealers or Service 
Providers as a Supplier 
-Clicking on this drop down menu will show a list of all Dealers or Service Providers that can have Supplier 
permissions added to their accounts 
-Selecting a Dealer or Service Provider here will add Supplier tasks to the list of the permissions for that 
Dealer or Grower 
-This will auto populate the Supplier information fields with the selected Dealer or Service Provider 
information 
-If this is a new Supplier, fill in all fields with an asterisks, however, the more information the better 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
-For the text box next to the ‘Parent Organization’, enter the organization that the new Supplier will fall 
under 
-This will need to be a Dealer or Service Provider  
-Any work orders that come from the selected Dealer or Service Provider will be handed down to the 
Supplier when appropriate 
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-Beneath the parent organization there is a list of service types and a list of active service types 
-Only services listed under active service types will be applied to the new Supplier 

-To move a ‘service type’ to an ‘active service type’, click on the  icon after clicking on the service type 
that should be set as active 
-To remove an ‘active service type’, click on the  icon 
You can also use the  to add all the ‘service types’ to the ‘active service type’ list or the  to remove 
all the items from the ‘active service type’ list 
-‘Auto-Create New User’ radial button  

-If yes, a login ID and welcome email will automatically be sent to the email of the Supplier that was 
provided 
-If no was selected, a Supplier will not have a User associated with it, but this can be manually 
added to the Supplier id from the User page or Supplier page at a later point 

-Click the ‘Cancel button’ if you wish to cancel the creation of the Supplier 
-Click the ‘Add Service/Supplier’ button to add the Supplier to the Supplier list 
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Chapter 6-Task Inbox 
 

The Task Inbox allows a person to review tasks or work orders assigned to them through the software. 
 
 
 
 

6.0 Task Inbox 
 
 
-Clicking on the task box on the left navigation will bring up the task page for the list of task 
-Each entry will list information concerning the work order, order number, the work order type, the Grower 
assigned, the Field the task is associated with, the size of that Field, the specific task, the individual who 
assigned the task, and the due date of the task 
-Clicking on the individual task will send you to that specific work order 
-From there, the user can process the next step of the work order 
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Chapter 7-Work Orders 

 
The ‘Work Order’ page is where work orders can be assigned to users and where the status of those work 
orders can be reviewed.  A person can access the ‘Work Order’ page by clicking on the work order tab on 
the navigation bar on the far left side of the app.  This work order list will display information such as work 
order number, the type of work order, the assignee to the work order, the Field the work order is applied 
to, the current task of the work order, the status of the work order, the start and due date for the work 
order, and the number of notes located within the work order. 
 
 
 
 
 

7.0 Work Order 
 
-Click on the work order tab on the left navigation 
 -Work orders also can be created on the fields page under assets or directly from field view 
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-At the top left of the ‘Work Order’ page is a navigation bar for your Owner, Dealers, Growers, Farms, and  
 Fields 
-You can drill down to the desired grower once you find the Owner they are under in the navigation bar 
-Do this by clicking on the small arrow on the right of the Owner name to drill down to a lower level in the 
organization hierarchy 
-Once the desired level in the hierarchy is selected, the ‘Work Order’ page will now only display work orders 
for that Grower 
-Alternatively, you can also search for the desired Grower by typing in your Grower’s name in the search bar 
until the expected result comes up 
-Then click on the Grower’s name to successfully navigate to that Grower in the Work Order list 
 
 
 

 
 
 
 
 
-You can also search for an individual work order based on its work order number 
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-Beneath the organization navigation bar there is a group of expandable options, this will allow further 
customization in how the work orders are displayed 
 
 

 
 

 
 
 
 

-Click on the will expand the option 

-Click on the while the list is expanded will collapse it again 
-Clicking on one of filters will cause the work order list to only display work orders with the selected filter 
options. 
-To add a work order click the  ‘Add Work Order’ button  
-Clicking on this button will pull up the list of work orders that can be created 
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-Click on the desired work order button to create the selected work order 
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7.1 Soil Sample Work Order 
 
- Fill in the desired location, grower, farm and field 
- After a location is chosen, suggestions (grower, farm, field) will be given with a drop down arrow, or they 

can be manually filled in 
- The  will give you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
 
-All fields with *asterisks are required fields 
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-Click the drop down arrow next to the Sampling Package to select the correct ‘Sampling Package’ 
-Click the drop down arrow next to the Soil Lab to select the correct ‘Soil Lab’ 
-Click the drop down arrow next to the Soil Lab Test Type to select the correct ‘Soil Lab Test Type’ 
-The ‘Have Soil Samples’ radial button is for if the soil samples have already been completed 
-The ‘Skip grower notification’ radial is used to communicate with the grower if the field is ready to sample 
-In most instances, the grower has asked to have his field sampled, so you would choose yes to not notify 
the grower 
-Compliance reporting required radial is an informational field to flag that a compliance report is necessary 
for that field 
-Click the correct ‘Sampling Method’ radial button 
-Click the drop down arrow next to Grid Size to select the correct ‘Grid Size’ 
-Select the correct ‘Soil Sample Suppliers’ from the list- The users with the soil sampler role will be 
displayed in this field, to add soil samplers, see the Supplier Section page 
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-Click the drop down arrow next to Prescription Formula to select the correct ‘Prescription Formula’ 
-Click the drop down arrow next to Previous Crop to select the correct crop that was planted in the previous 
year 
-‘Application Cropping’ radial button is to be used if the sampling is to be done once or twice a year 
-Click the drop down arrow next to ‘Crop Year One’ to select the correct crop of the current year 
-In the ‘Yield Goal’ put in the grower’s desired yield for that year’s crop 
-Build Years- This is informational only for the user 
-‘Credit N from Phosphorus Source’ radial button is if this chemical was previous applied for the year 
-‘Credit Nutrients from Starter Fertilizer’ radial button is if this chemical was previous applied for the year 
-‘Credit Nutrients from Foliar’ radial button is if this chemical was previous applied for the year 
-Click the  button only if a second or third recommendation is needed or wanted 
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-Click the drop down arrow next to product type, under the ‘product’ heading, that you want to select for 
the specific prescription that is being created 
-‘Min Rate’ enter the very minimum amount of the product that the grower would want applied to the field 
-‘Max rate’ enter the very maximum amount of the product that the grower would want applied to the field 
-Click the drop down arrow next to the ‘Units’ to pick the correct Units conversion 
-Click the drop down arrow next to ‘Lime Rating’ to select the correct Lime rating  
-Enter the Lime value that is correct based on the lime rating 
-‘Match Preferred Applicators to Product’-If a specific applicator applies a specific product, click the 
appropriate box and then select the applicator from the list. If one applicator applies them all, then click all 
boxes 
-Applicator- select the entity who will apply the specific product 
-Click the  button to add an applicator, this is done on the Supplier page 
-Enter any ‘Notes’ or details that you want attached to this work order 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type   
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
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7.2 Yield Map Work Order 
 
-Fill in the desired location and grower 
-After a location is chosen, suggestions for the grower will be given in a drop down arrow or the grower can 
be manually filled in 
-This will allow a grower to be selected and will populate the farms in the mapping info below in step #2 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
 
-All fields with *asterisks are required fields 
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-The information from the location field above, will auto-populate the ‘Selected Farms’ and ‘Selected 
Fields’ 
-You will be able to create one mapping work order for several farms and fields by clicking the desired 
Farms and Fields 
-Clicking the ‘FSA or Crop Insurance Reporting’ radial button is for informational purposes only 

- It will flag the work order with a red ! to mark it high priority (there is a filter option for high 
priority work orders) 
-Clicking the ‘Seed Selection Recs’ radial button is for informational purposes and will make it will make it 
high priority 
-Clicking on the ‘Basic Harvest Map’ button will allow for a basic map work order, ‘Advanced Harvest Map’ 
will allow for a more advanced Harvest map work order 
-Clicking the ‘Crop Removal Recs’ radial button is for informational purposes and will make it will make it 
high priority 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

-Click on green  button to upload the data files  
-By clicking the ‘Use same files on clone’ box, it will use the information from a previous work order, if the 
field was in the information, and will automatically upload that field so the information does not have to be 
manually uploaded again 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
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7.3 Planting Map Work Order 
 
-In the location field fill in the desired organization and grower 
-After a location is chosen, suggestions for the grower will be given with a drop down arrow, or the grower 
can be manually filled in 
-Enter the ‘growers email’; this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people to receive notification of the work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
-The  gives you additional information of what is required for that field 
 
-All fields with *asterisks are required fields 
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-The information from the location field above, will auto-populate the ‘Selected Farms’ and ‘Selected 
Fields’ 
-Click the desired Farms and Fields  
 -You will be able to create one mapping work order for several farms and fields by clicking the  
 desired Farms/Fields 
-Click on green  button to upload the data files  
-By clicking the ‘Use same files on clone’ it will use information from a previous work order, if the field was 
in the information, and will automatically upload that field so the information does not have to be manually 
uploaded again 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
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7.4 Application Map Work Order 
 
-Fill in the desired location and grower 
-After a location is chosen, suggestions for the grower will be given with a drop down arrow, or the grower 
can be manually filled in 
-This will then populate the farms in the mapping info below in step #2 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
 
-All fields with *asterisks are required fields 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

72	

-The information from the ‘location’ field above, will auto-populate the ‘Selected Farms’ and ‘Selected 
Fields’ 
-You will be able to create one mapping work order for several farms and fields by clicking the desired 
Farms and Fields 
-Click on green  button to upload the data files  
-By clicking the ‘Use same files on clone’ it will use information from a previous work order, if the field was 
in the information, and will automatically upload that field so the information does not have to be manually 
uploaded again 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order. 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
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7.5 Generic Work Order 

 
-The Generic work order can be done for any general job that you want assigned to specific person. 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the drop down arrow next to the ‘Assigned To’ to select the correct person that is required to 
complete the work order 
-‘Assigned To’, enter the email of the person that the work order will be assigned to. 
-‘Instruction’ is to be used to give any special instructions about the work order 
 
-All fields with *asterisks are required fields 
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7.6 Crop Scouting Work Order 
 
 
 
-In the location field fill in the desired organization and grower 
-After a location is chosen, suggestions for the grower will be given with a drop down arrow, or the grower 
can be manually filled in 
-Enter the ‘growers email’; this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people to receive notification of the work order 
-Start date, this is specific to the crop scouting season, pick the date you want the scouting to start 
-Click the drop down arrow next to the ‘Scout’ field to select the correct Scout 
 -The Scout is added by the Retailer under their Organization 
-‘How many scouting events’-enter how many times the grower wants the crops scouted 
 -Once the amount is entered, it will create that many work orders all at once. The first one will show 
 as in progress and the remaining work orders will show as pending 
-Click the drop down arrow next to the ‘Frequency’ field to select how often the scouting will take place 
-The ‘Release to Grower Prior to Review’ radial button lets the retailer review the report prior to the 
grower seeing it 
-Click the drop down arrow next to ‘Crop Specialist’ to pick the correct crop specialist to complete the 
work. To add a crop specialist, see the Supplier page 
-‘Additional report recipients’-Add additional person whom should receive the report 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
-The  gives you additional information of what is required for that field 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 
 

-Click the  button once the work order has been completed 
 
-All fields with *asterisks are required fields 
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7.7 Soil Test Work Order 
 
-Fill in the desired location, grower, farm and field 
-After a location is chosen, suggestions (grower, farm, field) will be given with a drop down arrow, or they 
can be manually filled in 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the drop down arrow next to ‘Crop Specialist’ to pick the correct crop specialist to complete the 
work. To add a Crop Specialist, see the Supplier page 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
 
-All fields with *asterisks are required fields 
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7.8 Tissue Sampling Work Order 
 
-Fill in the desired location, grower, farm and field 
-After a location is chosen, suggestions (grower, farm, field) will be given with a drop down arrow, or they 
can be manually filled in 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
 
 
-All fields with *asterisks are required fields 
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-Click the drop down arrow next to ‘Tissue Sampler’ to pick the correct tissue sampler to complete the 
work. 
-Click the drop down arrow next to ‘Agronomist’ to pick the correct agronomist to complete the work.  
To add a ‘Tissue Sampler’ or ‘Agronomist’ see the Service/Supplier page 
-Click the drop down arrow next to ‘Crop’ to pick the correct crop 
-Click the drop down arrow next to ‘Crop Stage’ to pick the correct crop stage 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
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7.9 Electrical Conductivity Work Order 
 
-Fill in the desired location, grower, farm and field 
-After a location is chosen, suggestions (grower, farm, field) will be given with a drop down arrow, or they 
can be manually filled in 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
-The Use Existing Field Boundary- This determines if the work order uses the field boundary of the field the 
work order was created for, or allows for a new boundary to be used 
       -If 'yes' is selected, the work order will have a "Download Field Boundary" task step 
       -If ‘no’ is selected, the work order will have an "Upload Field Boundary" task step 
       -If the field has no boundary, it will always be an upload step 

 
-All fields with *asterisks are required fields 
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-Click the drop down arrow next to the ‘Service Level Package’ to select the correct Service Level 
-EC Collections Method: click appropriate radial button 
-EC Swath Width: enter your swath width 
-Have EC Samples 
 -if 'Yes' radial is clicked, the task will appear in the currently logged in user's task inbox 
 -if 'No' radial is clicked, it will appear in all users with the appropriate permissions TASK INBOX 
-Skip Notification 
 -if ‘Yes’ is clicked, no notification will go out 
 -if 'No' is clicked, an Obtain Field Ready Confirmation task appears on the work order and an email is  
  sent to the appropriate user for them to confirm 
-Click the drop down arrow next to the ‘Current Crop’ to select the correct crop for this year’s harvest 
-Click the drop down arrow next to the ‘Tillage State’ to select how the field is currently tilled 
-‘EC Collection Service/Supplier’ is the users with the correct permission entered under the supplier 
-Chose the correct EC Collection Service/Supplier to receive the selected task in their TASK INBOX 
-Click the drop down arrow next to the ‘Preferred Analysis Software’ to select the correct Software that will 
be used 
-‘EC Processing Service/Suppliers’ are the users with permission entered under the service/supplier 
-Choose the correct EC Processing Service/Supplier to receive the selected tasks in their TASK INBOX 
 -Elevation, Fertility, Soil Type, Yield 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
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7.10 Imagery Work Order 
 
-Fill in the desired location, grower, farm and field 
-After a location is chosen, suggestions (grower, farm, field) will be given with a drop down arrow, or they 
can be manually filled in 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
-‘Have Images’ radial button 

-If 'Yes' is selected, the task appears in the current logged in user's TASK INBOX 
-If 'No’ is selected, it goes out to all users with the appropriate permission  

- Skip Notifications radial button 
-If 'No' is selected, an 'Obtain Approval' task appears and an email is sent for a user to  

 Approve/ Deny 
 -If ‘Yes’ is selected, the above task will not appear and an email will not be sent out 
 
-All fields with *asterisks are required fields 
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-Select the Camera Type 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
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7.11 VRI Work Order 
 
-Fill in the desired location, grower, farm and field 
-After a location is chosen, suggestions (grower, farm, field) will be given with a drop down arrow, or they 
can be manually filled in 
-The  gives you additional information of what is required for that field 
-Click the drop down arrow next to the ‘Select Pivot’ to select the correct pivot 
 -This is populated by imported pivots 
 -If the selected organization has pivots associated to it, pivots will appear in this list 
 -The pivots are used for the work orders 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
 
 
-All fields with *asterisks are required fields 
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-Click the drop down arrow next to the ‘Intended Crop’ to select the crop that will be irrigated 
-‘Planting Date’-enter the date the crop will be planted 

-Click the  , this allows the users to enter another crop to be planted using VRS 
-Click the correct radial button that matches the ‘VRI Prescription Type’  
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
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7.12 VRS Work Order 
 
-Fill in the desired location and grower 
-After a location is chosen, suggestions for the grower will be given with a drop down arrow, or the grower 
can be manually filled in 
-This will then populate the farms in the mapping info below in step #2 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
 
 
-All fields with *asterisks are required fields 
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-The information from the ‘location’ field above, will auto-populate the ‘Selected Farms’ and ‘Selected 
Fields’ 
-You will be able to create one mapping work order for several farms and fields by clicking the desired 
Farms and Fields 
 
 

 
 

 
-Select the VRS Processing Suppliers, added through the Supplier page, users with the correct permissions 
under the supplier selected here will receive the VRS task 
-Click the boxes of the options that are to be included in the ‘Available GIS Layers’ 
-Enter the Hybrid that will be used 
-Click the drop down arrow next to the ‘Number of Rates’ to select the correct rate. 
-Enter the Seed Rate   
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed. 

-Click the  button once the work order has been completed 
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7.13 Pre-VRI Evaluation Work Order 
 
 
-Fill in the desired location, grower, farm and field 
-After a location is chosen, suggestions (grower, farm, field) will be given with a drop down arrow, or they 
can be manually filled in 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
-The Use Existing Field Boundary 
 -This determines if the work order uses the field boundary of the field the work order was created 
            for, or allows for a new boundary to be used 
     -If 'yes' is selected, the work order will have a "Download Field Boundary" task step 
       -If 'no' is selected, the work order will have an "Upload Field Boundary" task step 
       -If the field has no boundary, it will always be an upload step 
 
 
-All fields with *asterisks are required fields 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



  

88	

-Click the drop down arrow next to the ‘Service Level Package’ to select the correct package 
-‘EC Collections Method’ click the correct radial button 
-‘EC Swath Width’ enter the width 
-‘Evaluated Acres’ 
-‘Have EC Samples’ 
 -if 'Yes' radial is clicked, the task will appear in the currently logged in user's task inbox 
 -if 'No' radial is clicked, it will appear in all users with the appropriate permissions TASK INBOX 
-‘Skip Notification’ 
 -if ‘Yes’ is clicked, no notification will go out. 
 -if 'No' is clicked, an Obtain Field Ready Confirmation task appears on the work order and an email is  
    sent to the appropriate user for them to confirm 
-Click the drop down arrow next to the ‘Current Crop’ to select the correct crop for this year’s harvest 
-Click the drop down arrow next to the ‘Tillage State’ to select how the field is currently tilled 
-EC Collection Service/Supplier-not active for this work order 
-Click the drop down arrow next to the ‘Preferred Analysis Software’ to select the correct Software that will 
be used 
-EC Processing Service/Supplier-not active for this work order 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 



  

89	

7.14 Harvest Work Order 
 
-In the location field fill in the desired organization and grower 
-After a location is chosen, suggestions for the grower will be given with a drop down arrow, or the grower 
can be manually filled in 
-Enter the ‘growers email’; this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people to receive notification of the work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
-The  gives you additional information of what is required for that field 
-Click the drop down arrow next to ‘Crop Specialist’ to pick the correct crop specialist to complete the work 
 -To add a Crop Specialist, see the Supplier page 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order. 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
 -Cloning a work order will allow all of the general grower information and other values in the work  
 order to be the same   
 -Once the work order is cloned, any of the fields that are different such as grower, farm or field can  
 be changed 

-Click the  button once the work order has been completed 
 
 
-All fields with *asterisks are required fields 
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7.15 Application Work Order 
 
-Fill in the desired location, grower, farm and field 
-After a location is chosen, suggestions (grower, farm, field) will be given with a drop down arrow, or they 
can be manually filled in 
-The  gives you additional information of what is required for that field 
-Enter the ‘growers email’ this will notify the grower that a work order has been created 
-The ‘Additional Emails’ field can be used to add additional people whom you would like to inform about a 
work order 
-Select a ‘Start Date’ for when the work order should be initiated 
-Select a ‘Due Date’ for when the work order should be completed 
-Click the bubble next to ‘Normal’ or ‘High’ priority to indicate importance 
-Click the drop down arrow next to ‘Crop Specialist’ to pick the correct crop specialist to complete to work. 
To add a Crop Specialist, see the Service/Supplier page 
-‘Notes’ any special instructions for the work order can be added here 
-Click the  button if you want to discard the work order 
-Click the  button if you want to submit the work order and then create another 
work order of the same type 
-All of the general grower info and all the other values in the work order will be the same, but once the 
work order is cloned, any of the fields that are different such as grower, farm or field can be changed 

-Click the  button once the work order has been completed 
 
 
-All fields with *asterisks are required fields 
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7.16 How to use the Work Order 
 
-Click on ‘Work Order’ from the left navigation bar 
-It will bring up the ‘In Progress’ tab 
-Click on the ‘Work Order’ which you want to process 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
-When the work order opens, it will open at the step that is required to finish 
-The work order task below is requesting a download of a field boundary 

-Click the Download  button 
-This will allow you to go out and retrieve the data from your computer or the documents page 
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-Once that step is completed, it will put a check mark by it and listed who completed it and when. 
-The arrow then moves to the next step to complete 
 

 
 
 
 
 
 
 
 

 
 
 
 
-Click on arrow next to ‘Order Form’ 
-This brings up general information regarding the grower and field the work order pertains to 
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-If you click on arrow next to the ‘Documents’ this will bring show you the files that have been linked to this 
grower 
-This allows you to attach them to the work order from here and not have to go to the documents page 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
-Click on the arrow next to ‘Notes’  
-This will bring up a record of all the steps that have been completed within the work order 
-Print PDF under ‘order form actions’ allows all details of the work order to be printed 
-The View icon under ‘order form actions’ opens the general info section of the work order 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


