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Pentad Systems CMMS 

Logging In 
 

 
1. Open up Internet Explorer. In the address bar, type in the address to your Pentad 

Systems Module and hit the Enter key. 
 

2. Type in your Username and Password and click . 
 

 
3. This will bring you to the Systems Menu:  
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Pentad Systems CMMS Module 
Using the CMMS 

 
 

1. Next to , click on : 
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 Pentad Systems CMMS Module 
Using the CMMS 

Editing a Work Order 
 
 

1. Select : 
 

 
 

2. To the Top Right in the Menu Bar, click : 
 

 
 

3. Next to , click on  . 
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4. Select a Work Order from the list and click . 
 

 

 
 

5. Here, you can edit the details of the Work Order. The Editing Page allows you to 
edit all aspects of the work order that you entered initially while creating the Work 
Order, including the Associated Quote, Title, Customer, System, Module, Source, 
Status, Pay Status, Invoice Number, Type, Date Opened, Priority, Craft, Estimated 
Hours, Quoted $, Planned Completion Date, Add a Contact, and Service Type.  
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6. You can also edit the Notes of the Work Order by clicking  next to the Details 
and History box. This will display a pop-up of the Notes for the Work Order: 
 

 
 
Here, you can Write a New Note, Edit any note that was created previously, Delete 
a Note, or move the Order of the notes (UP/DOWN). To filter the notes, you can 
click on the Drop-Down list next to Show and select what you would like to display: 
 

 
When you are finished editing the notes, you can click the  in the top right-
hand corner of the pop-up to be taken back to the Edit Quote page. 
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7. To attach or edit the Images/Documents associated with the work order, click on 
 next to the Details and History box. This will display a pop-up of the 

Images/Documents for the Work Order:  
 

 
 

Here, you can upload an Image/Document to the Work Order. Click on  
to find an Image/Document from your computer to upload. 
 

 
 
When you have found the Image/Document you wish to upload to the Work Order, 

click . 
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Type in a Description of the Image/Document and click . 
 

 
 
After adding an Image/Document you can either View it by clicking  and 
Opening or Saving the Image/Document: 
 

 
 
Or Delete the Image/Document by clicking  next to the Image/Document you 
wish to Delete: 
 

 
 
 

Click on the  in the top Right-Hand corner to be taken back to the Edit Work 
Order Screen. 
 

8. When you are finished editing the Work Order, click on  at the bottom 
of the page. 

 


