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To access the Work Order Custom Fields, 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 Bi Export to Exce Mo Master Customers Ho  Terminated Customers  Custom Grid Layout

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

City i | st i | BalanceDue  § | TotalRMR
gton Street Chagrin Falls ( S0.00
uaro Street Tucson Az 50.00
Columbus [ $30.00
Aorgan Street Cincinnati $30.00
City [ $0.00
Edwards Security 45 Main Street Columbus S 7 $55.00

Crafted Crates 233 Widmore Ave Columbus o $222.56 $30.00

4 - 2 » M 1-1000f78items 5 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 access the custom
fields.

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 Custom Fields tab.

Depending on your screen resolution, you may need to click the right arrow to the far right of the work order tabs



to see the Custom Fields tab.

In the bottom panel of the page, the custom fields will be displayed. Enter information according to your company’s
policies and procedures.

When finished entering information, click on the Save button.
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