Edit a Work Order
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Information on an open work order may be edited at any time. For work orders that have been closed, only two
items may be edited - Notes and Custom Fields.

To edit awork order, you may 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 - 37119 Emily Wood Burglar Alarm - 9173-01

Work Order Date | Marnch 30, 2022 Bl Afver
Mext Appointment Warrarty Labor

Tachnician Warranty Parts

The Work Order will be displayed in edit mode. Make the necessary changes and then click on the Save button
when finished.



Work Order 2556

d, Emily - 3719 Emily Waod

Requested By Technician
Fhone 258-LB45 Salesperson »

Email i Sales Package
PO Number Service Level »

Wark Order Date ! = Warchouss

Appointments i Custom Fields

Technician st Langt Billable Min Braak Min

No reco




