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Reopening Work Orders for LFSTs and ROSs 

Overview 
This document outlines the needed steps taken by LFSTs or ROSs for reopening work orders to correct mistakes or 
inaccuracies.  
 
Process 

1. Log into the Work Order System. 
 

2. From the “Navigate to” dropdown, choose “Data Correction”/”Record Management”. This will open the Data 
Correction window.  

 
 

3. Press “Work Order Correction” on the left hand side of the page to populate the Work Order Correction form. 

 
 

4. Enter the work order number of the work order you wish to reopen in the Work Order # field. After the work 
order # has been entered, press “Search”. This will populate the basic work order information. 

 

https://arapps.redbox.com/arsys/forms/ars/KOPS%3AWO%3AworkOrderConsole/Default+Administrator+View/?cacheid=96be8dd8


                                                           Field Operations 
      Work Instructions/TSB/SOP 

Content Owner: FSS Team                     Version 1.0                                                                Editing Owner: Pam Jameson 
May 1, 2023                             Redbox Confidential  2 

5. Verify the correct work order has populated. Press “Reopen Work Order” to reopen the work order.  

 
 

6. You will receive verification that the work order was reopened successfully.  

 

 
7. The work order is now reopened and available for the FST to open and make the necessary corrections.  
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