
Work Order 
Invoicing
How to complete a work order

Send Work Orders to Invoicing



Completing Work Orders

1. Hover over Operations Management

2. Hover over 
Work Orders

3. Click Work
Order Sales



You will see a list of all In Process (Open) Work Orders

Click into the record you’d like to complete

Inside the record, click on Work Order Status



You will see a list of all In Process (Open) Work Orders

Click Completed

Completed date defaults to today’s date

Click OK to complete

Important: You must Complete a work order
before Send to Invoice.  You can perform both functions
on this screen.



From the same Work Order Sales grid

Click into the record you’d like to Invoice

To Send to Invoicing



Check Send To Invoice

Status changed to Yes
Date auto-populates

Click OK to finish

Important: A work order MUST be COMPLETED before
you can Send to Invoice



Using Accord®
Important: A work order MUST be COMPLETED before
you can Send to Invoice

Step 1:  Open the Work order and Submit as Completed

Step 2:  Select Send to Invoice.  
This will display all completed work orders that have a
dollar value.
Select the work order and Send to Invoice


