Download a Work Order Document
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To open and view an attached document, download the file. The software creates a PDF file of the selected
document. Once downloaded you can open the 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: CRM > Customers.

The Customers list opens. Locate the customer in the list, and then click on the hyperlink in the Customer # column
to open the customer record.
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The Customer record opens. Click on the Work Orders tab. A list of all open Work Orders is displayed. In the 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 the Show Closed Work Orders button to locate the work order.

Emily Wood
9 y

Customer #3703 Residential-Owner - Since 3/7/22

(e

Total B DueTotal RMR 57 R
Add Salesperson

SO 00 $U 00 "85 | Phoenix, AZ 8501

: . Phone Last Statement

Customer Aging cell Defaut Term
Email | emilyLwoad@gmailcam Delivery Mathad
Defivery RMRInv

@ Comments |

— Current — 1-30 Days — 31-60 Days — &1-90 Days — 91+

Sites/Systems

n

Show Recurring Work Orders

System | Type

Burglar Mla.. | Service Cal (+ New) Burglar Ala.. | Service Cal

1-1oflitems  £¥ Refresh

The Work Order record opens. 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-
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click on the file to open for viewing.
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