
 

Work Order Status (for Service Providers): 
 

Please follow these steps if you have questions on the status of your work order or 
payment: 
 

1. Check status of workorder in VxMaintain (instructions below). 
 

2. If the work order is held up in “Pending Site Review” please reach out to the Area Coach or 
store operations, contact to request the work order be approved in VxMaintain or request 
status of potential issues. 
 

3. If the work order is in “1st through 6th level invoice approval, “Bill Payment Pending” or “WS 
Invoice Processed” status, and is less than 30 days from date invoice information was added 
to VxMaintain, please wait until 30 days has been met for your ACH payment to be made. 
(Check payments are subject to extra postal delivery time). 
 

4. If the work order is in “WS Invoice Processed” or “Invoice Processed” status and the invoice 
date is more than 30 days from VxMaintain invoice date, please email 
KBP.AP@kbpbrands.com to inquire about your past due status. 
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How to check status of all Work Orders: 

 
1. Log into vxMaintain which should take you to your Summary Page. 
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2. Click “Service” 

 

 

 
 

3. Click “All Work Orders” 
 
 

 
 
 
4. Type Company Name under “Service Provider” column and hit enter. 
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5. You can now scroll through all your work orders and see the status of each.  You also have the 
option by filtering further in any of the different columns (work order number, site 
number/name, etc.). 
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6. Below is a WO flow chart on the work order process and terminology of different status’s:
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7. To see history of a work order, do the following steps: 
 

a. Click on Work Order Number you want to review. 
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b. Once in the WO Summary screen, select the “History” tab. 
 

 

c. Click on “Work Order History” 
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d. You will see the below screen, which shows the complete history of the work order 
from start to finish (up through current status). 
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e. Scrolling to the bottom of the screen shows the current status of the work order 
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f. Once a check is cut or ACH issued, the check number (or ACH number), date, and 
total amount paid will be in the bottom box 
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