REVIEW AND FINALIZE THE WORK ORDER

REVIEW THE WORK ORDER

|OPEN THE WORK ORDER FROM THE DISPATCH SCREEN OR FROM INVOICING

: DISPATCH SCREEN

From the Completed tab, click on the Edit button for the work order.
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NVOICING

e  Open the Tech Completed screen in the Invoicing module.
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e  Open the work order by clicking on the edit button.
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VERIFY

e  Verify that Notes, Tasks, Parts, PO, Payments, Tax Authority, Warranty Claim and Split Pay Type are all
correct on the work order. Any required changes should be made now. Once the work order has been
Finalized, tasks and parts can no longer be changed.

|CHANGE STATUS TO ‘REVIEWED’ THEN CLICK ‘SAVE’.

Work Order Detail a

Work Order

Name: Pol, James
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o Ifall of the parts have not been received to the Primary Tech’s location, you will be prompted to
transfer the inventory.
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o Click on Part, click on Location, click on Transfer.
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o Once the inventory has been transferred, change the status to Reviewed and click Save.

e Changing the status to Reviewed
o Removes the parts from inventory
o Allows the work order to be included in the Time & Revenue report
o Moves the work order to the ‘Reviewed’ Invoicing screen



FINALIZE THE WORK ORDER

e  Work Orders should be Reviewed and Finalized on a daily basis.
e Open the ‘Reviewed’ Invoicing screen.
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e  (Click on the Finalize button at the bottom of the screen.
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e  Finalizing the work order:
o Allows Invoices to be transferred to QB.

o Locks the work order so that changes cannot be made to tasks, parts or amount charged.
o Changes the status to WSA Ready

= Only work orders that have a balance of $0.00 go on a WSA

= All work orders should be finalized regardless of whether or not there is a balance.
o Moves work orders to AR and the WSA Ready Invoicing screen.



