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How To Find Local Vendors 

1. Use Angie’s List, Yelp, Google, Yellowpages.com or local telephone 

directory and search for the category you are looking for (i.e.-

plumbers, handyman, etc.) 

2. Once you have found a list, print it out and start calling. Do not call 

the “sponsor” section as they will most likely not be interested.  

3. Introduce yourself and the company and give a brief explanation as 

to why you are calling. Ask them the questions on the interview 

sheet and use the script when calling. (See script in M1 Doc Drop) 

4. If they are interested and their prices are in line with your 

company’s pricing then set up an interview. Remember time is 

money for them, so try to be flexible when scheduling.  

5. Schedule a follow-up with them for a few days out so they have 

time to review the information and to answer any questions they 

may have.  

6. Once it is established that they want to be in partnership with your 

company, bring them in for a face-to-face interview. If you both 

decide to move forward, then they must fill out all the paperwork 

and provide proof of license and insurance.  

  
  

  



 

V e n d o r  M a n u a l  P a g e  | 5 
 

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved. 

Script For Calling Vendors 

Click here to download and customize your script.  
1. Hi, this is _______________, from 'your' Management Company. 

We are a property management company based out of 

____________. We hire vendors to do the general maintenance in 

our homes.  

2. Tell them a little about your office.  

3. Do you have a license? 

4. Do you carry 1 million dollars in general liability insurance? 

5. If not, would you be willing to get insured for up to 1 million? 

6. Do you have worker’s comp? Are you willing to get it? 

7. How long have you been in business? 

8. What locations do you service? 

9. What is your labor rate? We pay around $49 an hour plus a trip 

charge.  

10. What do you charge to install a garbage disposal, water heater? 

11. Do you purchase, install and haul away? 

  
**If all things are in line with what you are looking for then proceed 

with setting up an appointment. 
If the vendor is not interested, or their prices are out of line with ours, 

thank them for their time and move on to the next call. 
  

  

http://app1.m1sys.com/PMOS/systemdocs/Script%20for%20Calling%20Vendors.docx
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Vendor Interview Sheet 

Click here to download a copy of the interview questions.  
1. Do you have a license in your trade? (Not just a business license) 

2. Are you insured up to 1 million dollars? 

3. If you are not insured up to 1 million dollars, are you willing to get 

insured for that amount? 

4. How long have you been in business? 

5. What is your labor rate per hour? 

6. What is your service call rate or trip charge? 

7. What do you charge for a garbage disposal install?  water-heater? 

(whatever is appropriate for their trade) 

8. Do you buy, install and haul away? 

9. What areas do you service? 

10. Is your service inclusive? 

11. Do you have email? 

12. Are you equipped with smart phones? 

  

  

http://app1.m1sys.com/PMOS/systemdocs/Vendor%20Interview%20Sheet.docx


 

V e n d o r  M a n u a l  P a g e  | 7 
 

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved. 

Reference Check On Vendors 

Click here to download and customize your reference check form.  
  

Questions: 
  

Does this vendor have any recalls? If so how many? 
  

Do residents complain about workmanship or lack of follow up? 

  
How is the vendor’s workmanship? 

  
Does the vendor bill according to your requirements?  

  
Are the invoices turned in timely? 

  
Comments: 

  
  

  

http://app1.m1sys.com/PMOS/systemdocs/Reference%20Check%20On%20Vendors.docx
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Getting Started With General Vendors 

1. When they come into the office to meet with you go over the 

information packet. Show them examples of how the invoicing 

should be done; prices need to be broken down. Explain to them 

how they receive work orders via email and what the guidelines 

are. Give them the packet to review because it explains the 

advertising program and what is required of them. (*Note there are 

two different packets, one for Rehab Vendors and one for General 

Vendors.**) 

2. Once it is established that they want to be in partnership with your 

company, have them sign and return the packet of information.  

3. Enter the vendor in the M1 system so that work orders can be 

issued. (See how to enter a vendor) 

4. Email the vendor the excel section of the pricelist that applies to 

their trade. 

5. Start by issuing approx. 5-8 work orders to test them out. An 

Email Account is a requirement. Once the initial work orders have 

been issued, hold off continuing with new work orders until they 

have been completed and through the process. They can get a free 

email account with Yahoo, Google, or MSN. 

6. For vendors that are doing General Maintenance, call the residents 

to do a quick Quality Control (QC) survey to see how the vendor 

worked out. If the vendor is up to the company’s standards then 

bring them in or call them and give them some feedback. You can 

let them know if it will work out or not, or if there is anything that 

needs to be improved on.  

7. Create trust and open communication between the maintenance 

department and the vendor as they are the eyes and ears into 

these homes, you want them to report back if there is anything 

wrong and you also want them to know that you are checking to 

make sure the work is being completed and according to price. This 

should ensure a great relationship between vendor and your 

company.  

8. With new vendors they need to be brought in once a month for the 

first 3 months. (See the Vendor Tracking Form in M1 Doc Drop). 

You can utilize a laptop and fill out the form while doing the 

meeting. Send a copy of the notes to the vendor, have them sign it 

and send it back. This will be a time to review invoices, etc. with 
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the vendor to make sure that both parties are on the same page. 

Once fully on the company’s system vendors will be brought in 

twice a year, unless you find it necessary bring them in sooner, to 

ensure communication remains key.  
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Checklist Of Items For A General Vendor 

1. Vendor agreement 

2. Vendor info  

3. Marketing Agreement ** 

4. Price List Agreement  

5. Example work order  

6. Example Estimate  

7. Example Invoice  

8. Workers Comp. insurance 

9. Proof of liability insurance 

10. Enter into M1 system and scan in all documents to their file 

cabinet-(see how to enter a vendor) 

** How you sell this makes all of the difference in having your vendor 

participate in this.  
Go over how to use the Vendor Portal (if applicable) 

  

http://app1.m1sys.com/PMOS/systemdocs/07142015104708_Subcontractor%20Agreement%20Addendum.doc
http://app1.m1sys.com/PMOS/systemdocs/01252016151016_MOLOS%20Sub%20Info%20Sheet.doc
http://app1.m1sys.com/PMOS/systemdocs/08042014104536_Network%20Marketing%202014.doc
http://app1.m1sys.com/PMOS/systemdocs/08042014110428_Price%20List%20Agreement.doc
http://app1.m1sys.com/PMOS/systemdocs/08042014104752_Workers%20Compensation%20Agreement.doc
http://app1.m1sys.com/PMOS/systemdocs/07202015134350_Vendor%20Portal%20overall.wmv
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Getting Started With Rehab Vendors 

1. When they come into the office to meet with the manager to go 

over the information packet. Show them examples of how the 

invoicing should be done; prices need to be broken down. Explain 

to them how they receive work orders via email and what the 

guidelines are. Give them the packet to review because it explains 

the advertising program and what is required of them. *Note there 

are two different packets, one for Rehab Vendors and one for 

General Vendors.** 

2. Once it is established that they want to be in partnership with your 

company, have them sign and return the packet of information.  

3. Enter the vendor in the M1 system so that work orders can be 

issued. (See how to enter a vendor) 

4. Vendors that are for rehabs must first walk a property with the 

property inspector. This will allow them see firsthand what the 

company is looking for. They will also walk a READY property with 

your property inspector so they can see what the company expects 

of a completed house. We are not making the house brand new!  

5. Once they have walked the property with the Property inspector 

then issue them one or two properties to get started. This will allow 

you to see how well they complete the tasks and if they can follow 

the deadlines. Start them on a house that has some time and is not 

a rented this way if something does go wrong you have time to fix 

the problem.   

6. Give them the “Rehab Walk Through” and the “Final Is Ready” 

paperwork or send them the excel version. They should use this 

with the first job instead of waiting for a house or two this way it is 

easier for all to follow. **Send them the excel file so they have 

it ahead of time* 

7. If all is working out and it is decided by both parties to continue the 

partnership then a pricelist should be given to the vendor as well as 

the agreement to sign pertaining to the pricelist. It is important 

they understand that the prices are set prices and the list is 

property of the MOLOS.  

8. With new vendors they need to be brought in once a month for the 

first 3 months. Use the attached meeting form during each 

meeting. You can utilize a laptop and fill out the form while doing 

the meeting. Send a copy of the notes to the vendor, have them 
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sign it and send it back. This will be a time to review invoices, etc. 

with the vendor to ensure both parties are moving forward on the 

same page. Once fully on the company’s system vendors will be 

brought in twice a year, unless you find it necessary bring them in 

sooner, to ensure that communication remains key.  

9. Companies often use the phrase “licensed andbonded” to show their 

legitimacy and trustworthiness. When hiring someone to provide a 

service, it is important that the company ensures the service 

provider(vendor) is licensed and bonded to safeguard against poor 

workmanship, theft, and illegal practices. You should also check for 

documented proof of bonds and licensure. 

10. Being licensed ensures that the service provider has been 

trained in the proper practices and regulations concerning his 

service. This means the licensee is competent and capable of doing 

the work at hand. It also means the worker is familiar with the laws 

and standards of his field in that particular area of governance and 

can be held accountable if the regulations are not followed. The 

vendor or general may lose its license to operate in that 

municipality, state, or the country if rules are not followed. You can 

also use the company’s vendor license number to research through 

the Better Business Bureau. 

11. In many cases, a company may just be licensed, but it is 

important they are bonded as well. If a company is bonded, it 

means that a bonding company has set aside money that is 

controlled by the state and not the company to pay in the event 

that the company, an owner or a resident files a claim against the 

vendor. For example, if the company hires a plumbing company and 

a household good was broken or stolen in the course of the 

plumber’s work, we might file a claim against the company 

depending on the circumstances. If the ensuing investigation found 

the plumbing company responsible, the client would be paid out of 

the bond. A vendor can also get bonds for specific employees who 

are working with very valuable property, which usually involves a 

thorough background check. 

12. Surety bonds are three party contracts between the principal 

(vendor), who performs the service, the oblige, (the Company), and 

the surety, who financially ensures that the principal will fulfill its 

contractual obligation. The principle pays a premium fee to the 

http://www.wisegeek.com/what-is-a-service-provider.htm
http://www.wisegeek.com/what-is-a-service-provider.htm
http://www.wisegeek.com/how-do-i-find-a-good-plumber.htm
http://www.wisegeek.com/what-is-a-bond.htm
http://www.wisegeek.com/what-is-a-background-check.htm
http://www.wisegeek.com/what-are-surety-bonds.htm
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surety, who in turn pays the oblige if the principle defaults on its 

contract. An example of this might be if a client hired a licensed and 

bonded lawnmower and the lawnmower only mowed half the lawn. 

The surety will then reimburse the client for the original fee charged 

as well as any legal fees from the investigation. Bond companies 

sell bonds to general and other vendors at competitive prices based 

on the risk of the service provided. 

  

  

http://www.wisegeek.com/what-are-the-different-types-of-legal-fees.htm
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Checklist Of Items For A Rehab Vendor 

(A vendor who only works on properties in between residents) 
1. Vendor agreement  

2. Vendor info  

3. Network Marketing agreement  

4. Price List agreement  

5. Job estimate example prepared by Company  

6. Rehab walk through form by vendor  

7. Final Is Ready form  

8. Example work order  

9. Example Invoice  

10. Workers Comp Insurance 

11. Proof of General Liability Insurance 

1. Company to be named “Additional Insured” 

12. Business License 

13. Validate Vendor's license (if necessary) 

14. Proof of Vendor's Surety Bond (if required by law) 

15. Enter into M1 system and scan in all documents into vendor file 

cabinet-See “How to enter a vendor” below 

  

  
  

http://app1.m1sys.com/PMOS/systemdocs/07142015104708_Subcontractor%20Agreement%20Addendum.doc
http://app1.m1sys.com/PMOS/systemdocs/01252016151016_MOLOS%20Sub%20Info%20Sheet.doc
http://app1.m1sys.com/PMOS/systemdocs/08042014104536_Network%20Marketing%202014.doc
http://app1.m1sys.com/PMOS/systemdocs/08042014110428_Price%20List%20Agreement.doc
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How to Add a New Vendor 

Click here to Watch Video Tutorial 
From the Tree View: 

1. Expand Vendor 

2. Select Add Vendor 

3. Check the 1099 Box (you must have the tax id in order to Save)  

4. Enter the Contact Information and Detail 

5. Make sure to enter their Insurance & License Information 

6. Then click SAVE 

* Note:  

 The Home Vendor Box is only to be check for the company’s 
Operating Account 

 The State Vendor Box is only to be checked if there are State 

withholding deducted from rents (may or may not apply in your 
area)                

https://youtu.be/RiLIA4dYfVY
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Precision Business Technology, Inc. - Mozilla Firefox 

 

  



 

V e n d o r  M a n u a l  P a g e  | 17 
 

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved. 

Invoicing 

1. If utilizing the Vendor Portal within the location, all invoices must be 

submitted through the portal. (If not on the portal, when submitting 

invoices, vendors must submit three copies, one that goes back to 

them, one that is scanned into the system and one that goes to the 

owner. DON’T make copies for them.) 

2. The bills must be broken down into labor and parts not all lumped 

together. The exception would be the invoices for rehabs. These 

must be line itemed but do not have to be broken down.  

3. Explain that bills are paid on a net 30, but they may be paid weekly 

if the funds are available. Bills are usually paid weekly so all 

invoices should be turned in by Monday’s end of business day of 

that week.  

4. Before bills are paid on your designated date, they should be 

proofed to make sure the vendor did not overcharge and the 

invoicing is done correctly. If there is an error, then let the vendor 

know what the error is and to revise the bill before paying it. This 

reduces the chances that the property owner may call in later to 

complain about the error.  
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Work Orders 

1. Show the vendor an example of a work order. Explain to them that 

there is a limit as to the dollar amount that they can spend, 

depending on the owner’s contract with the company. This is always 

noted on the work order, so they will know prior to going to the job.  

2. Vendors can do work on a property whenever a work order is issued 

if it’s below the maximum threshold amount. They can go over the 

limit by 15% per the owner’s contract. ($250 is the standard limit 

but may vary per office). If the job is going to be over the amount, 

the vendor must submit an estimate. No work orders should be paid 

for invoices over the limit, unless prior approval is given, in writing.  

3. Once an estimate is submitted, it goes to the owner for approval. If 

the owner approves and the work is completed within 30 days of 

the estimate on trip charges is billed. If for some reason the owner 

delays or declines the estimate the vendor at that time may bill for 

a trip charge.  

4. If an owner approves the estimate, then send confirmation to the 

vendor using the original work order, noting “approval” under the 

original request.  

5. Invoices must be submitted within 60 days of the work being 

completed, invoices submitted after 60 days will not be paid.  
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Insurance Tracking 

A vendor report should be ran monthly on any upcoming licenses 
and/or insurances that be coming up to expire.  The M1 System will 

auto send an email to the designated manager and vendor 30 days 
prior to the upcoming expiration.  

The M1 System will not allow you to issue work orders if these items 
are not kept current.  
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Price List 

The price list has been created over the last 30 years. In the past, 
countless hours are spent shopping the isles of Home Depot and Lowes 

searching for the prices on over 600 most commonly repaired items in 
homes.  

The entire list should not be given out to a vendor unless they are a 
general vendor and will be covering all types of repairs. Otherwise, 

only give the vendor the price list that pertains to their specialty. For 

example, a vendor that is doing rehab will need the entire price list on 
the other hand a plumber only needs the plumbing portion of the price 

list. 
To ensure that vendors don’t sell or duplicate the list they are required 

to sign and return the price list letter. Without this letter returned 
signed the vendor is not be given the price list. This is VERY 

IMPORTANT as this is a proprietary maintenance price list.  
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Checks & Balances 

We recommend that you purge your work orders so your staff and 
vendors stay in compliance, the guidelines to follow are as follows: 

Open Work Orders: All work orders over 60 days should be paid and 
closed 

Open Estimates: All estimates should be completed within 30 days of 
receipt 

Scheduling: All vendors should have scheduled an appointment with 

your resident within 7 days of receipt, otherwise they should notify you 
if unable to schedule with the resident. 

Vendors Opening Statement of Work and Contacting Resident: All 
statement of work should be open within 24 business hours (Monday 

Through Friday). 
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Vendor Log 

This is an Excel Spreadsheet that you can use to keep track of the 
vendors you have as well as any potential vendors you are looking at 

using 

Vendor Log 

 

Click Here to Download MS Excel .xlsx file 

Step 1 - Get numbers from vendors online  

Step 2 - Call potential vendor  

Step 3 - Introduce yourself and the company. Find out if they are 

licensed, bonded, and insured  

Step 4 - Send "Contractor Terms"  and "Repair Cost Worksheet" (In 

M1 doc drop - vendor set up) if applicable to their trade  

http://app1.m1sys.com/PMOS/systemdocs/Vendor%20Prospecting%20Log.xlsx


 

V e n d o r  M a n u a l  P a g e  | 23 
 

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved. 

Step 5 - Follow up with them everyday and answer and questions they 

have 

Step 6 - Check that their pricing is within 15% of our price list and call 

their references  

Step 7 - If all checks out schedule a time for them to meet with them 

in office 

Step 8 - Provide/Send vendor set up docs for them to sign  

Step 9 - Add the vendor in M1, enter their info and upload paperwork  

Step 10 - Follow the recommended 30,60 and 90 day process of 

worksheet 
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W9 Form 

It is necessary to have a W9 Form filled out by every Vendor in order 
to issue a 1099 to them at the end of the year. This is required to 

properly report to the IRS and your State Tax Board, how much you 
paid to them throughout the year.  

W9 Tax Form 

 

  

http://app1.m1sys.com/PMOS/systemdocs/07312014163850_W9.pdf
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Repair Cost Worksheets 

These Repair Cost Worksheets are made available to you and 
suggested for each trade, in order to keep track of the property 

expenses that are specific to their specialty. 

General Maintenance- Repair Cost Worksheet 

 

Click Here to Download MS Excel .xlsx file 

http://app1.m1sys.com/PMOS/systemdocs/Repair%20Cost%20Worksheet%20-%20General%20Maintenance.xlsx
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Plumbing- Repair Cost Worksheet 

 

Click Here to Download MS Excel .xlsx file 

http://app1.m1sys.com/PMOS/systemdocs/Repair%20Cost%20Worksheet%20-%20Plumber.xlsx
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Appliances- Repair Cost Worksheet 

 

Click Here to Download MS Excel .xlsx  

http://app1.m1sys.com/PMOS/systemdocs/Repair%20Cost%20Worksheet%20-%20Appliance.xlsx
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Roofing- Repair Cost Worksheet 

 

Click Here to Download MS Excel .xlsx file 

http://app1.m1sys.com/PMOS/systemdocs/Repair%20Cost%20Worksheet%20-%20Roofing.xlsx
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Landscaper- Repair Cost Worksheet 

 

Click Here to Download MS Excel .xlsx  

  

http://app1.m1sys.com/PMOS/systemdocs/Repair%20Cost%20Worksheet%20-%20Landscaper.xlsx
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Contractor Sign-up Paperwork 

Contractor Terms 

 

 Click Here to Download MS Word .docx file 

http://app1.m1sys.com/PMOS/systemdocs/Contractor%20Terms.docx
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Subcontractor Agreement 

 

Click Here to Download MS Word .docx file 

http://app1.m1sys.com/PMOS/systemdocs/Contractor%20Terms.docx
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Price List Agreement 

 

Click Here to Download MS Word .docx file 

http://app1.m1sys.com/PMOS/systemdocs/Proprietary%20Price%20List%20Agreement2.PNG
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Network Marketing Agreement 

 

Click Here to Download MS Word .docx file 

Vendor Portal Training 

Vendor Portal Overview 

We recommend you review each Article and watch each of the Training 
Videos so you are well versed on how to set up and train your vendors. 

http://app1.m1sys.com/PMOS/systemdocs/Company%20and%20Contractor%20Network%20Marketing%20Agreement2.PNG


 

V e n d o r  M a n u a l  P a g e  | 34 
 

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved. 

The vendors also have the training on their portal to review before 

they start and to assist them with questions they may have while 
learning the portal. 

Vendor Portal Overview Click here to Watch Video Tutorial 

Helpful Articles & Videos explaining the Vendor Portal 

Article & Video Links 

Work Order Management           
Click here to Watch Video Tutorial 

Filling Out the Statement of Work Details        
Click here to Watch Video Tutorial 

Adding a Before or After Photo/File        

Click here to Watch Video Tutorial 

To Review an Item           

Click here to Watch Video Tutorial 

Estimate Process           

Click here to Watch Video Tutorial 

Recurring Work Orders          

Click here to Watch Video Tutorial 
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VP- Statement of Work Details 

Click here to Watch Video Tutorial 

Filling out the Statement of Work Details 
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From Statement of Work Details Screen: 

Statement of Work Information 

1. Type: 

 The statement will auto change to a status of Pending 

Note: (Do not change the status to Estimate/Invoice until you are 

ready to submit to the office) 

2. Work Completed 

 Enter  the date the work was completed 

3. Service Performed: 

 Enter a brief description or line item of the work performed (either 
is acceptable). If there is too much to list, type a notation to “see 

the line items below” 

4. Customer Request:  

 Enter an abbreviated account of what was requested or you can cut 
and paste each item from the line items section below.   

5. Notepad: 

 Used to store Notes as needed, to track the work order status.  

6. Email notes to Alert Mgmt: 

 Checkmark. if needed, and an email will be sent to the person who 
issued the work order 

7. Brand, Model and Serial #, Sales Tax are available if needed 

8. Service call to be entered separately from line item charges if 

applicable 

9. If a Resident charge, click on the Resident Responsible box 

10. Click SAVE before moving on. 
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Line items: 

11. Click on Add a New Line Item (a new Row will appear) 

 Enter the item “replaced/work performed” in the description box 

 Select a Part Warranty from the drop down (if applicable) 
 Enter the total price of the part 

 Enter the quantity of the parts 
 Enter the Labor Warranty from the drop down (if applicable) 

 Enter the total labor cost 

(if the item being charged is a flat price, enter the total cost of the 

item in the Labor cost box) 

12. Line item Explanation available if you need explain more detail of 

particular line item(s) 
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VP-Work Order Management 

Click here to Watch Video Tutorial 
After Logging into your Vendor Portal  

From the Tree View: 
1. Expand Vendors 

2. Select Work Orders (New items will appear in yellow) 

3. Select New Stmt to create a new Statement of Work (The 

statement will auto change to a status of Pending) 

  

Vendor Portal / Work Order Management 
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VP-Adding a Before or After photo/file 

Click here to Watch Video Tutorial 
From Statement of Work Details Screen: 

1. Click on the File checkbox for the Line Item that you wish to load 

the photo on 

2. Then browse the appropriate BEFORE or AFTER box above  

3. Then click the UPLOAD button.  

4. Click Update Items Below to save all work 

  

Adding a Before or After photo/file to a Work Detail 
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VP-Estimate Process 

Click here to Watch Video Tutorial 
From Statement of Work Details Screen: 

If approval is given on the estimate, you may do the following: 
1. Convert the Estimate to an Invoice to avoid having to type again 

  

If you do not convert the Estimate to an Invoice,  
2.     Update the Notepad History by typing "work was approved" in 

the Notepad 
3.     Then click SAVE so it shows in Notepad History  

4.     Close out the estimate by clicking CLOSE from the main screen.  
        (This will keep track of the estimate, but will not show as an 

outstanding estimate.) 
  

If the estimate is declined by the owner 
2.     Update the Notepad History by typing Notes in the Notepad 

3.     Then click SAVE so it shows in Notepad History  

4.     Then click CLOSE from the main screen. 
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Estimate Process 
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VP-To Review an Item 

Click here to Watch Video Tutorial 
From the Work Order Management view: 

If an item has already been started,  
1. Click on the Statement Status Link below the property address 

(ex. Pending, Scheduling, Appt Set, Estimate, or Invoice, ) 

2. Once the Statement of Work is updated, change the statement 

Type from the Drop Down menu.  

3. Then click SAVE.  

Note:  

*If you click on New Stmt, a new statement will be created and you 
will find duplicate statements.  

**Should this occur, you may click DELETE, to the right to remove 
any unwanted statements. 
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Review an Item in Work Order Management 
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VP-Recurring Work Orders 

Click here to Watch Video Tutorial 
This is mainly used for monthly recurring services such as lawn and 

pool services.  
From the Work Order Management view: 

1. Click the box Recurring  

2. Then click SEARCH 

3. To auto-duplicate to submit for the new month’s billing, click the 

Clone link to the right  

4. Edit and add/delete any items that apply for that current month. 

Note: 
All recurring work orders will appear along with the last invoice that 

was submitted. 
*Search Criteria 

If you need to search for a particular work order you may do so by... 
 *Date Range 

 *Street Name 
 *WO#  

 or by the *Statement of Work Type. 
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Recurring Work Orders 

 

Training Process Videos 

Vendor Portal Overview 

Click Here to View a Step-by-Step Tutorial Article 
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Video - Vendor Portal Overview  

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/34M_y653C2I
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Vendor Portal Touchpoints 

Vendor Portal Touchpoints - Video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/RiLIA4dYfVY
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How to Add a New Vendor 

How to Add a New Vendor and Issue Portal Access in the M1 Solutions 
Software 

Click Here to View a Step-by-Step Tutorial Article 

How to Add a New Vendor - Video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/RiLIA4dYfVY
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VP-Work Order Management 

Work Order Management  in the Vendor Portal of the M1 Solutions 
Software 

Click Here to View a Step-by-Step Tutorial Article 

VP Work Order Management -video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/9gvoDh0hMrY
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VP-Adding Photo Files 

Learn How to Add a Before or After Photo File to a Work Order in the 
Vendor Portal of the M1 Solutions Software 

Click Here to View a Step-by-Step Tutorial Article 

VP- Adding Photo Files - video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/vFoJ0WDw7NY
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VP- How to Review an Item 

How to Review an Item for a Work Order in the Vendor Portal of the 
M1 Solutions Software 

Click Here to View a Step-by-Step Tutorial Article 

VP How to Review an Item - Video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/i2MVahUvCkk
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VP- Recurring Work Orders 

How to Manage Recurring Work Orders in the Vendor Portal of the M1 
Solutions Software 

Click Here to View a Step-by-Step Tutorial Article 

VP Recurring Work Orders - Video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/1K3yV7_C5GQ
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VP- Estimate Process 

How to Update a Work Order as an Estimate Statement in the Vendor 
Portal of the M1 Solutions Software 

Click Here to View a Step-by-Step Tutorial Article 

VP-Estimate Process - Video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/qQgflHsPgQY
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VP- Filling Out the Statement of Work Detail 

How to fill out the Statement of Work Detail Page for a Work Order in 
the Vendor Portal of the M1 Solutions Software 

Click Here to View a Step-by-Step Tutorial Article 

VP How to Fill Out the Statement of Work Details - Video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

https://www.youtube.com/embed/tkJEyHMFeig

