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ACLS Online Helpdesk 
(Corrigo) user guide

https://jll-vic-govt-au.corrigo.com/Customer
If you have an enquiry, please contact and Marc Villavicencio 
marc.villavicencio@ap.jll.com
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Important message

Please note that ACLS online helpdesk is available on the following 
browsers:• Google Chrome

• Google Chromium Edge

• Firefox

Please make sure you set up one of the above as your default browser.

If your work relates to an EMERGENCY, DO NOT log a job,

contact the Property Service Helpdesk on 1800 SHARED (1800 742 733).
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How to raise a work order request
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How to raise a work request

Step 3: Select the issue 
by selecting from the 

dropdown box

Step 2: Select the 
space

Step 4: Give us more 
detail by selecting an 

item from the dropdown 
box
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How to raise a work request

Step 5: Provide 
any additional 

information 
then press the 
“Next” button

Step 6: Review the 
work order details 
then click “Submit 

Work Order”

You can add 
attachments if 

required
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Managing work orders requests

Monitor work order

You can view Work Order 
details including the 
milestones on each request. 
You can provide additional 
information by adding a 
note or attaching a file.

You can also view all the 
Work Orders available by 
scrolling the information 
pane and clicking the Work 
Order details.
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How to view your work order status

To see the details of a Work Order, select the Work 
Order number to view all milestones in each request.

Managing 
Work Orders 

Menu
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Work order verification

Step 1: Click the 
“Go” tab to rate 
the completed 

works.

Step 2: A pop-up window will allow you 
to verify the work order.

Choose from different smileys
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Work order verification

Step 3: Add any notes regarding the 
completed works and click Save.
Any comments will be communicated 
to Service Provider and Facility 
Manager 

The Work Order 
has now been 
verified
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How to raise a work request related complaint
If you are not satisfied with the standard of facility management services or you have an issue with a work request, 
you can raise a formal complaint by following this process:

Step 1: Create a new work order and select Complaints from the list.
Step 2: Provide the details of your complaint on the form that appears and submit the work order.

Raising complaints about all other ACLS services 

Please lodge all complaints and feedback about ACLS Car Pools, ACLS Library Services (VGLS), Real Estate 
and Projects and/or any general complaints or feedback via the ACLS website.

https://www.ssp.vic.gov.au/contact-us
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How to approve a proposal

Step 1- Click on the 
Waiting for approval link
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How to approve a proposal

Step 2: Review the 
proposal and click Go.

Step 3: Tick Approve 
and click OK

Step 4: Proposal 
approved
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How to download Corrigo mobile app

If you would like to be able to raise the work order request using your mobile, use these 
instructions to download the app.

• Download the Corrigo Incorporated mobile app from the Apple App or Google Play Store.

• Log in to Corrigo using your existing login and password and choose the company name:
JLL VIC-GOVT-AU
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