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RECEIVE WORK REQUESTS
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A list of menu options 
will populate; My Work, 
Add Hours, View Hours 
and Logout. Select My 
Work. 
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(Optional) Type in a 
search term, WR #, 
building name, etc. The 
system will filter for the 
search terms you provide.  

4
(Optional) Select ‘Sort By’ 
and options will be 
provided.  Select an option 
and WRs will be grouped 
by the selected option.

VIEW / UPDATE WORK REQUESTS & ADD HOURS

5 Detailed Work Request 
information.  Information 
presented will show location 
and type of problem.

6 Additional information about 
the problem can be found in 
the description.

7 Select additional information to 
view the Requestor, 
Requested Date, Priority and 
Problem Type.  

8 Click the “+” button to add 
hours to the WR. 
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(Optional) Record comments 
about the work performed.
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This is the home page 
for the MOJO web app. 
Select the menu button 
that has 3 horizontal 
lines across it. 
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Verify the WR # and the 
correct mechanic is identified.  
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Verify the correct date is 
selected. Clicking the small 
calendar button will open a 
calendar to select a different 
date if necessary.   
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11 Record the number of hours 
worked in the appropriate hour 
field (Actual Hours, Overtime, 
Doubletime).  

Verify the Work Type by 
selecting the drop-down menu. 
The default is “Work” but you can 
select the District Codes to 
record all other hours.
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(Optional) If the WR is entirely completed 
and requires no further action, you can 
check the completed box. 

15 Verify all the information you 
have entered is accurate and 
then select the Save button to 
complete adding hours. 
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