Add Notes to a Work Order
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To add Notes to a Work Order, open the work order from the customer record or from Accounts Receivable >
Work Orders.

Once the work order is displayed, click on the Notes tab, and then click on the edit button at the upper right of the
page. Click on the Add Note button.

Work Order 2563 © e PECE O vou

Wood, Emily - 3719 Ernily Wood Burglar Alarm - 9173-01

Requested By Technician Ca
mily Wood - 45722 Chandler Phone (734) 25 Salesperson « | Dan Brown
m - 9173-01 Email | emilyLy Sales Package
sl PO Number Service Level »

Service Call Work Order Date

wModified H H ypa H Expiration
Motion installed in office. Verified signals with cantral station Apr 1 2022, 11:41:17 AM

nstall metion in office 2022, 11:15:26 AM Papay, Travis
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The Note Edit form will be displayed. Fill in the form, and then click on the Save button at the bottom of the form
when finished.

Click the Save button at the upper right of the page.
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