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Enter all the information about the work order call. Click on each tab to enter that

particular information. If you click on “Show all Work Orders for Customer”, you can

scroll through each work order that has been created for this specific customer.
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Work Order Creation: From the Main Menu
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This screen will be used to create and track Work Orders. This section will be mainly used by companies that take many service calls a day. The printed work
orders are not to be sent to regulatory authorities for their documentation. That should be taken care of by going to Customers/Service/New Inspections.

The Work Order is auto-numbered and you will be able to find it at any time by this number, the Customer’s last name, or by any of the ways in “Other Search

Methods”.

Enter in all Work Order info if they are new or find them from the list of your customer base.

Enter pertinent data such as date opened, time opened, the actual service data, and date closed. If the date closed is NOT entered, they will remain on the
Open Work Orders Listing in the Reports Menu.

You can enter initial service call information for the service tech. If they are a current customer, you can create an invoice for the service call. If they aren’t a
customer, you should go to Customers and enter them as a new customer then go to Service/Work Order and then create the new WO from there.

Comments about the call can me entered in the “Reasons for Service as well as the “Service Performed” section. Instructions to the Technician will
automatically appear if information has been entered in the Service/Instructions to the Technician section.



MAIN MENU: Work Order REPORTS
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