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The system provides the ability for users to send comments, cancel orders, update status and schedule events on an 
order.  
 
The Add Event option is accessed by pressing the Transaction Number  after searching for an order.  The ADD EVENT 
button is located at the top and bottom of the TRANSACTION DETAILS page.   
 

 
 

Comment:   Select Comment in the Event field and input any comments into the Comments field.  When finished, press 
the DONE button.  The comment will be attached to the file and sent to the service provider.   

Cancel Service Request:  Select Service Cancelled in the Event  field and input any comments, if applicable, in the 
Comment field.  Press DONE when complete.  The service provider will be sent the request 
to cancel the service. 

 
Schedule Request:  Select Scheduled in the Event field and input the Date and Time and any comments, if 

applicable, in the Comment field.  Press DONE when complete.  The service provider will be 
sent the Scheduled request. 

   

 
 

Additional Services:  If multiple services have been ordered for the transaction, then the Additional Services option 
will be available.  Selecting the box next to a service will apply the event to the Event History for 
those orders. 
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