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Generating and Verifying a Statement of Work (SOW) 

 

This document provides instructions on how to create a Statement of Work (SOW) and how to verify the SOW. 

 

Navigate to the Quote queue 

1. From the Quote queue, click the quote associate with the customer. 

  

2. Review all fields in the Required Fields section.  IMPORTANT! All fields must be filled out.   

NOTE: To edit a field, click the pencil icon, type the information, and save. 
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Generate Order Acknowledgement Form (OAF) and Statement of Work (SOW) 

1. Click on the drop-down arrow and select Generate OAF & SOW. 

2. Return to the Quote. 

 

 

 

Verify SOW 

Verify the SOW to the information that is on the customer’s account in Salesforce. 
 

1. Verify the SOW Quote Number. 

      

2. Verify Client Name compared to Account Name. 
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3. Verify Client Phone, Client Email, and Client Mailing Address compared to Phone, Primary Contact Email,         

and Bill To. 

             

 

4. Verify Client Legacy System compared to Current Automation Software. 
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5. Verify Client Install Site Address compared to Ship To address. 

     

6. Verify Client Desired Go Live Date compared to Expected Go Live. 

     

7. Verify SOW Training and Services compared to Quote Lines. 
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8. Verify SOW Special Terms compared to Special Terms. 

     

9. Verify SOW Requirements. 

 

 

 

 

 

 

 

To view a video of this process, click here. 

https://www.loom.com/share/f419b595ac844302a1cf5d9f03b7a3a5

