How to Add a WeSuite Change Order to a Job
Imported from WeSuite

Last Modified on 05/29/2026 10:25 am EDT

*** A Change Order cannot include both a Positive and a Negative Change because the information will not import correctly.
The Change Order must either be Negative or Positive.

Sedona Office Job Queue

1. Create the Change Order under the correct Job in WeSuite and import into Sedona Office.
2. In Sedona Office, Open the Job Queue and click the WeSuite Icon and confirm the Change Order is listed. The
Change Order will be in Red.

ottt == rm v = e s E i Ta T y.Valam 7o et e — o v |

e
Project No | Project Name I Created Date | Closed Date Salesperson I Sold To Total Quote | Site Mame I Addres
5114 Kosmo Kramer 2/2/2023 2j2f2023 Amy Bartimus Kosmo Kramer 237799 Kramers Loft 5566 K
5116 Elizabeth Arrington 1/27/2023 1f27/2023 Amy Bartimus Elizabeth Arrington 0,00 Elizabeth Arrington Be...  4455B
5119 Amy Elizabeth 10f12/2023 10f12/2023 Amy Bartimus Amy Elizabeth 97167 Amy Elizabeth 14104
5125 Kosmo Kramer 8/4/2023 8/4f2023 Amy Bartimus Kosmo Kramer 2826,14 Kosmo's Coffee Loft 555 Jar
5146 Stephanie Hulon 3/4f2024 3f4f2024 Amy Bartimus Stephanie Hulon 19,43 Studio Apartment 233 la
5147 Stephanie Hulon 432024 4/3f2024 Amy Bartimus Stephanie Hulon 3208,50 Studio Apartment 233 la
5169 Harrison Byrd &/18/2024 &/18/2024 Amy Bartimus Harrison Byrd 1014.00 Harrison Byrd 100 We
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5200 Nancy Drew Amy Bartimus Nancy Drew i Nancy Drew 555 My

3. Open the Job for that Change Order either by entering the Job Number in the Job Queue or through the
Customer.
4. Goto “Tasks” under the Job Tab.

e Inorderto Create a Change Order in Sedona, you must have a Task that has “Sequence Locks Job” selected
and then Approved.



© Job - 52005 (Nancy Drew)

Customer 50344

Job Number 5200-5 Nancy Drew
JobType  ACC-Res 555 Mystery Lane
Job Status  Parts Daphne, AL 36526
summary I 50344 Access
Labor Units 0.0 (0.0 Used)

Nancy Dreve
555 Mystery Lane
Daphne, AL 36526
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*The job will be locked and the status will be set to Job Complete when all tasks in the job are approved.
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5. If the Job does not currently have a Task that Locks the Job, you can add that option to an existing Task or add a
new Task and select “Sequence Locks Job” and then Save.

6. The Task will then need to be Approved and Apply.

7. Once the Job is Locked, go to the Tools Tab and select “Add Change Order”
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8. When the New Change Order screen opens, add a Sold Date, which is required, and any additional information
that is needed.
9. Once the information is added, click the “WeSuite C/O” button.

NOTE: Do Not click Apply until after you have selected the WeSuite Change Order.



| € Job - 5200-5 (Nancy Drew)
Jeb Job Customer 50344 Site

Labor Job Number 5200-5 Mancy Drew Nancy Drew
Cost Details || Job Type ACC-Res 555 Mystery Lane 555 Mystery Lane
Journals Job Status  Scheduling Daphne, AL 36526 Daphne, AL 36526
System 50344 Access
Labor Units 0.0 (0.0 Used)

New Chanae Order

Customer |50344 [~ Manual Reversal

B Job Information

Job Number |5200_5 -1 Prevailing Wage I _@

Tools

Job Type |nCC-Re5 Project Manager | fﬂ
g Description |Testing Other Costing5 Salesperson I Amy Bartimus jv ﬁﬂ
- Tay Group |NC _State Tax P.0. Number |

Issue Parts Branch |alabama Sold Date Ih.o;30j2024 EI
- HoldBack % | Projected Start | =l

e
- Install Company [ Projected End I EE
Add Change I L =
Installer I = I ﬂl
"' [ Permits Required MNotes
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Journal Entry
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10. The WeSuite Change Order box will open. Highlight the correct Change Order and click Select.
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11. Now click on Apply in the bottom right corner.

e The Change Order screen will update and will now Show the Change Order Number in the top left.



hange Order 5200-5 - 1
Customer |50344 I Manual Reversal

M Job Information

Job Mumber |5200_5 -1 Prevailing Wage ID.DD e |

Job Type |accRres Praject Manager | 4| jﬂ
Description ITesh'ng Other Costing5 Salesperson I Amy Bartimus jv jﬂ
Tax Group INC - State Tax P.O. Mumber I

Branch [aizbama Sold Date [10/30/2024 =

HoldBack % Io Projected Start I El
Install Company IMI Projected End I E|
Installer I - Iﬂl

I~ Permits Required MNotes
Permit 1 |
Permit 2 |
Permit 3 |

Sales Reversal Apply

Installs | Recurring | Materials | Commissions |

12. Select the correct option for the type of Change Order - Installs, Recurring, Materials, Commission.

e Theinformation in that Change Order should now be shown in that section.

nanr_, Drew) = =] |
Job Customer 50344 Site
Job Number  5200-5 Nancy Drew Nancy Drew
JobType  ACC-Res 555 Mystery Lane 555 Mystery Lane
Job Status  Scheduling Daphne, AL 36526 Daphne, AL 36526
System 50344 Access

Labor Units 0.0 ((

UnitPrice | Extended Price

e The Sales Summary should now be updated with the information from the Change Order.
e The Change Order will be listed on the Side Tool Bar.
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©) Job - 5200-5 (Mancy Drew)

Job Mumber
Job Type
Job Status
System
Labor Units

5200-5
ACC-Res
Scheduling
50344 Access
0.0 (0.0 Used)

Nancy Drew
555 Mystery Lane
Daphne, AL 36526

Customer 50344

Nancy Drew
555 Mystery Lane
Daphne, AL 36526
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Ttem Code Description Quantity Amount

EEnbor Tovcico \uociieo ther Tougice \ociito Teo H 22

*Equipment Rental *Equipment Rental 1 275.00
Total

Parts

Part Code Description Quantity Amount

AX1005 AX1005 SURFACE MOUNT MOTION ... 1 0.00
Total $0.00
Total Non Recurring %1,015.00
Total Non Recurring Billed %0.00
Total Credits %0.00
Balance to Bill %1,015.00

Recurring

Item Code Description Monthly Amt
Total Recurring %0.00
Total Recurring Billed %0.00




