Edit a Work Order Appointment
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Edit appointments from the work order or the calendar. You can edit any information on the appointment. If the
appointment needs to be rescheduled, select a different date. After saving, the appointment is moved to the new
date selected. For editing appointments from the calendar, refer to the Calendar category.

To edit an appointment, access the work order from the customer record or by selecting the work order from
Accounts Receivable > Work Orders > Open Work Orders tab.

Once the work order is open on your screen, click the Edit button at the upper right of the page.

Work Order 2556

Wood, Emily - 3719 Emily Wood Burglar Alarm - 9173-01
Type Salesparson
Requested By Sales Package
Phone | 7342584646 Service Level
Email | emilyLwocd@gmailoom Base
PO Number Incremeant
Froposal Labar
Work Order Date | March 20, 202 Bill After
Next Appointment ‘Warranty Labor

Technician ‘Warranty Parts

Billing MNotes SystemParts SystemMotes Zones Purchase Orders  SiteWork Order History  Documents

0-0of0items

The work order is displayed in edit mode. Click the Appointments tab. Locate the appointment you want to edit, and
then click the edit button (pencil icon).



Work Order 2556

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

Requested By Technician Ci

Fhone Salesperson = | Dan Brown

Email SalesPackage

PO Number Service Level » | Time anc Material Residentia

Work Order Date 1231 = ‘Warehouse Main Warehouse

System Parts Custam Fields

Appt # | Appointment Time Last Activity Technician Estlength | BillableMin Break Min Labar
3122 11:00 AM Sill Tare ]

/30022, 1115 AM Kathy Ackerms

0-0of0items

The Edit Appointment form is displayed. Make the necessary changes, and then click the Save button at the bottom
of the form when finished.

Edit Appointment

Details

Appoirtment Time » | 37312022 11:00 Al = Dispatch Time B | Now
All Day P Arrival Tima
Technician = | Bill Taro B Completed Time
Additional Technicians Length (minutes) 0
Expected Length (in minutes) 50.00 « Billable minutes 0
Hourly Labor Rate « 7500 o Total Labor Amount 50,00
Customer Confirmed

Lastly, click the Save button at the upper right of the Work Order page.




