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Revert Status of Records

You can revert the status of cancelled or terminated work orders and service appointment records back to their

previous state. You can also revert a completed service appointment.
® Permission Required: Revert

To revert the status of a record:

1. Click the record whose status you want to revert, and in the [Module] Details page, select Revert.

@ FSM Home Customers v Work Order Management + Dispatch Console Services And Parts Assets Workforce Reports

Work Orders » WO1193

Leaky faucet
Cancelled © Critical % Service @ NotyetInvoiced w Mary Cooper Download Edit v~

Print

Work Order Status - Timeline Services and parts Service appointments Notes Related list Invoices \
Revert

Services
(3 On Jun10,202411:17 AM
Service Line Item Name Service Quantity List Price Tax Name Line Item Amount
Work Order Details - SVC-4465 Plumbing 1 $ 20.00 T112.23%] $ 22.45

@ Requests -
EP Not yet Invoiced

[@ Estimates -

Parts
[@ ParentWork Order -~

L

2. Click Revert in the confirmation message.

Confirm Revert

Proceed with Work Order Revert?

The following tables detail the statuses the record will have after their status is reverted.

Status Before On Cancellation After Reverting

Cancellation /Termination

https://help.zoho.com/portal/en/kb/fsm/work-ordermanagement/articles/revert-status-of-records


https://help.zoho.com/portal/en/kb/fsm/set-up-workforce/articles/profiles-and-permissions#Basic_Permissions
https://help.zoho.com/portal/en/kb/fsm/work-order-management/articles/revert-status-of-records

/Termination

New
Scheduled Appointment
In Progress

In Progress

New
Scheduled
In Progress

Completed
(completed the associated

service appointment)

Status Before Cancellation

/Termination

New
Scheduled
Dispatched
In Progress

In Progress

Work Orders
Cancelled New
Cancelled New
Cancelled In Progress
Cancelled In Progress

Work Order Line Items

New New
New New
Partially Completed Partially Completed
Completed Completed
On Cancellation
Termination After Reverting
Service Appointments
Cancelled New
Cancelled Scheduled
Cancelled Dispatched
Cancelled In Progress
Cancelled In Progress

Service Appointments Line Items

Scheduled
Scheduled
Scheduled
In Progress

In Progress

(resumed work)

Cancelled Scheduled
Cancelled Scheduled
Cancelled Scheduled
Partially Completed Partially Completed
Partially Completed Partially Completed

Revert a Completed Service Appointment
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You can revert the status of a completed service appointment. After a service appointment is completed, its
completed line items will have a Partially Complete option. Using this option, you can revert the status of a
completed service appointment. To do so:

1. Click Partially Complete for any of the completed line items.

&9 FSM Home Customers Work Order Management ~ Dispatch Console Services And Parts Assets Workforce + Reports

Service Appointments » WO1193 » AP-1158

Leaky faucet
@ Completed % Service @ NotyetInvoiced w EmilyRaymond @ 37s Download Edit v
Service Appointment Information - Timeline Services and parts Time sheets Service reports Trips Notes

& Service(s)

Services
Plumbing (SVC-4465)
5 Scheduled Time Service Line Item Name Service Quantity List Price Tax Name Line Item Amount
Jun10,2024 02:30 PM SVC-4465 Plumbing 1 $ 20.00 T1[12.23%] $ 22.45
Jun 10,2024 03:30 PM © Completed -
@ Partially Complete <
© Scheduled 01:00:00 P Not yet Invoiced
Duration (HH:mm:ss)
Part:
7 Actual Time ans
Jun 10,2024 02:17 PM
Jun 10,2024 02:18 PM No Records Found
© Actual 00:00:37
Duration (HH:mm:ss)
@ Assigned Service Resources Sub Total $ 20.00
Emily Raymond (Lead) Tax Amount $ 2.45
Discount
Contact Details - Adjustment

2. Click Partially Complete in the confirmation message.

0

How would you like to proceed?

Do you want to Partially Complete the Line Item

Cancel Partially Complete

3. Click Keep it in "In Progress" in the confirmation message.
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0

AP-1158

Associated Appointment AP-1158 has "Partially Completed" line items. Do
you like to keep the appointment in "In Progress"?

Cancel Complete Appointment Keepitin "In Progress"

The status of the service appointment will be reverted to In Progress. The status of the line item will change
to Partially Completed. If you choose Complete Appointment in the above confirmation message, then the

status of the service appointment will change to Completed. The status of the line item will change to Partially
Completed.

@ FSM Home Customers + Work Order Management + Dispatch Console Services And Parts Assets Workforce + Reports

Service Appointments » WO1193 » AP-1158

Leaky faucet
@Q Service @ NotyetInvoiced w EmilyRaymond @ THr Complete Work v Edit | v

Service Appointment Information - Timeline Services and parts Time sheets Service reports Trips Notes

& Service(s)

Services
Plumbing (SVC-4465)
9 Scheduled Time Service Line Item Name Service Quantity List Price Tax Name Line ltem Amount
Jun10,2024 02:30 PM SVC-4465 Plumbing 1 $ 20.00 T1[12.23%] $ 22.45
Jun10,2024 03:30 PM © Partially Completed

C Resume Work v

© Sche(fiuled 01:00:00 EP Not yet Invoiced
Duration (HH:mm:ss)
5 Actual Time Parts
Jun 10,2024 02:17 PM
No Records Found
Assigned Service Resources
Emily Raymond (Lead)
Sub Total $ 20.00
Contact Details v Tax Amount $ 2.45
b Company Discount
Feltz Printing Service (Sample) Adjustment -

Points to remember

e When you try to revert a service appointment, if all its line items are active in any other service
appointments associated with the parent work order, then you will encounter an error.
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stomers v Work Order Management ~  Dispatch Console  ServicesAndParts ~ Assets  Workforce v Reports

Service Appointments » WO-470 » AP-421 Cannot update appointment status as the lineitems have X
Sundry tasks other active appointments
@ Cancelled # Service @ Notyetinvoiced wr AliciaFlorrick @ 1 Hr Download Edit v~ 2
Service Appointment Status - Timeline Services and parts Service tasks Time sheets Service reports Trips Notes
Cancelled _ . X , . i )
All the actions and events related to this Service Appointment are recorded in a chronological order. Show all updates All Time v
(& On Jun11,2024 05:49 PM Today - Jun11, 2024

&  Status updated to Cancelled

Service Appointment Information - 05:49 PM . Alicia Florrick

12 S i
@ Service(s) B Notecreated

AC Repair (SVC-482) 05:49 PM . Alicia Florrick
Lawn Maintenance (SVC-483)

Scheduled Time

Jun 11,2024 01:30 AM t3 Service Appointment created
Jun 11,2024 02:30 AM 05:49 PM . Alicia Florrick

o Scheduled 01:00:00

~ Duration (HH:mm:ss)

2 Actual Time

Service Appointment not yet started

Assigned Service Resources
Alicia Florrick (Lead)

When you try to revert a service appointment, if only few of the line items are active in any other service
appointments associated with the parent work order, then the status of the service appointment will be
reverted with the status of these line items unchanged.

@ FSM Home Customers Work Order Management + Dispatch Console Services And Parts Assets Workforc Reports

Service Appointments » WO-470 » AP-419

Sundry tasks
@ Dispatched # Service @ NotyetInvoiced ws AliciaFlorrick @ 1Hr Start Work v Edit v >
Service Appointment Information - Timeline Services and parts Service tasks Time sheets Service reports Trips Notes

@ Service(s)

Services
AC Repair (SVC-482)
Lawn Maintenance (SVC-483) Service Line Item Name Service Quantity List Price Tax Name Line Item Amount
5 Scheduled Time SVC-482 AC Repair 1Hours $ 20.00  SalesTax [6.25%] $ 21.25
Jun 12,2024 02:30 AM ® Scheduled -
Jun12,2024 03:30 AM Start Work
EP Not yet Invoiced
~ Scheduled 01:00:00
O puration (HH:mm:ss) SVC-483 Lawn Maintenance 1Hours $ 20.00 SalesTax [6.25%] $ 21.25
© Cancelled -
[ Actual Time EP Not yet Invoiced
Service Appointment not yet started
Parts
@ Assigned Service Resources
Alicia Florrick (Lead)
No Records Found
Contact Details -
[lb Company Acmenc.
Sub Total $ 46.00
Contact  Kalinda Sharma
Tax Amount $ 2.50
= Email Discount oo
Phone - Adjustment --

o If after reverting the status of a service appointment, changes are made that result in the duration of the

service appointment, then it will affect the number of appointments used for the service appointment.
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