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ÅServiceBench is introducing a new service order 
module for handling scheduling events. 

 

ÅAll ServiceBench clients using dispatch will eventually 
move to service orders. 

 

ÅThe first step in the transition is for you to use the 
new screens to manage your scheduling setup. 
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Why make this change? 

 

What benefit do I get? 
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Improved User Interface 

Ability to offer availability in smaller time periods 

Allows both repair and installation setup  

Technician level scheduling 

All around more flexible system 
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Here are some terms that will be introduced with the 
new updates. 

 

 

 

 

Service Order ς A service order is a record from an end 
user for work to be performed. 

Service Job ς A service job is equivalent to a dispatch.  
It is a request to do specific work. 



   Download Presentations at www.unitedservicers.com 

Worried about setting up your data all over again? 
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ServiceBench is transferring your current 
schedule data over to the new module to make 
the migration as seamless as possible. 
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How do I find the new screens? 
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A new service order menu will be displayed at the top 
of the page 
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Select Search Service Orders and Jobs to find your 
service orders. 

 

 

 

Select Service Job Configuration from the fly out menu 
to manage your availability and coverage 
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The Search Service Orders and Jobs screen 
allows you to find your service jobs. 

If you know the specific service job you want to 
find, enter the information in the Basic Criteria 
fields and search. 
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You can expand the Advanced Criteria section 
to search for service jobs using more 
information. 
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The search results page is similar to other results 
pages in ServiceBench. 

Clicking on the service job ID will navigate you to your 
dispatch. 

Eventually, you will also be able to navigate to a 
service order when the service order module is fully 
utilized. 
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We have introduced a new service job inbox 

You can view the new page by clicking on the 
Service Provider Service Job Inbox item from 
the service order fly out menu. 
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The service job inbox page gives you a 
dashboard like view of your service jobs. 
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The service job statuses section shows you a 
count of your service jobs by status and by age. 

Clicking on any of the numbers will navigate 
you to a search of just those service jobs. 
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The escalation statuses section will show you 
the count of only escalated service jobs. 
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The search criteria section of the service job 
inbox will allow you filter the data returned on 
the service job inbox. 
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Many of the new service order pages contain tabs to 
allow you access to a large amount of information from 
one page. 

 

The service job configuration page has a tab for general 
information and another to identify work holidays 
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Service Order pages can 
be quite long.   

We will look at each 
section individually 
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The general information section allows you to provide 
information about your business. 

Minimum slot length allows you to break your 
technician work day into smaller areas. 

Time zone will allow the system to determine if you 
are able to receive a service job. 
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The auto-accept section allows you to indicate what 
job types you will auto-accept. 

You can set auto-accept information for each service 
administrator you have linked to your login. 
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The COD rates section allows you to inform the 
service administrators of your out of warranty 
charges. 
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The holiday 
page allows you 
to indicate 
times you are 
not available to 
do work. 
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Selecting the Add Holiday button at the bottom of the 
screen allows you to create a new holiday. 

You will not receive service jobs scheduled for days 
identified as a holiday in your schedule. 


