Download a Work Order Document
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To be able to open and view an attached document, you will need to download the file. The software creates a .pdf
file of the selected document. Once downloaded you may open the .pdf file for viewing.

To download a Work Order Document, you must first access the customer record. From the main menu, arrive at
the Customers list with this path: Accounts Receivable> Customers.

The Customers list will be displayed. Locate the customer in the list, and then click on the hyperlink in the
Customer # column to open the customer record.

Customers

- = Addcustomer [l <Nl n t W Terminsted 2rs | Custom Grid Layout

Drag a column header and drop it here to group by that column

Customer#+4 § | Name i | Address i | city i | sta i | BalanceDue i | TotalRMR

Halmes Fans 0556 Washington Street Chagrin Falls (o 50.00 I

3601 Saguaro Street Tucson Az 50.00
Columbus o 5182 $30.00
Cincinnati $30.00
City [ 50.00
Columbus S22167 $55.00

Columbus [ S 56 $30.00

1-1000f Bitems 3 Refresh

The Customer record will be displayed. Click on the Work Orders tab. A list of all open Work Orders will be
displayed. Inthe WO# column, click on the hyperlink of the Work Order for which you want to download a
Document.

If the Work Order has been closed, click on the Show Closed Work Orders button to locate the work order.
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The Work Order record will be displayed. Click on the Documents tab. Locate the document, and then click on the



Download button.

In a few seconds, the file will appear on your taskbar. Double-click on the file to open for viewing.
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