Delete a Work Order Document
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You can delete a document if have have been granted the appropriate user permissions.

A Use caution when deleting a document. Once the Delete button is clicked, the document is permanently
deleted from the database. No warning or confirmation message is presented to the user prior to the document
deletion.

To delete 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 delete 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 opens. Click on the Documents tab. Locate the document, and then click the Delete button
(trashcanicon). The document is removed from the grid area.

Work Order 2548
Wood, Emily-3703 @ EmilyWood & Burglar Alarm - 3703-01

Type Sslesperson | DanErown
Requested By Sales Package
Phone Service Level
Email | emi Base
PO Number Increment
Proposal Labor
Work Order Date | Marc Bill After
Next Appointment WarrantyLabor | 1%ear Parts &

e e Technician Warranty Parts | 1vear Parts &

System Parts 3 i i Documents

Select files.. Drop here to sele *Max file size SMB 0 Show deleted docun

File Na

Work Order Document.pdf & Downioad 6

0-OofOitems £ Refresn




