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Sometimes documents that have been added to a service ticket or a job need to be removed.  The steps in this

document will go over how to do that. 

Overview 

Please follow the steps provided and if any issues arise, contact your Technical Support for help. 

Job Document to be removed: 

 

Service Document to be removed: 

 

Steps: 

1. Open customer account - Click on Documents in the tree 

 

2. The list of documents available on the account will be displayed on the right 

3. You can tell which document goes with either a Service Ticket or Job by looking in the For column 



 

** In our example we are deleting the Picture for Ticket 9543 and PDF for Job 1380 

4. To delete the Job Document  

Click on Jobs in the customer tree – Select the job to open 

Once the job opens – Click on Tools – Documents  

Highlight the document to remove – Right Click – Select Delete Document 

 

Click on Yes Button when asked if you want to delete 

 

Once deleted the document will no longer be shown in the job or on the customer account under the documents 



 

5. To Delete the Service Ticket Document 

Double-click on the Service Ticket that the document needs to be deleted 

Once opened – Click on Documents  

Highlight the document to delete 

 

Press the Delete Button on the Keyboard 

Click on the Yes Button to delete the document 

 

Click the Save button in the Service Ticket to save the changes 

 

The document should no longer be shown in the document list in the Service Ticket or in the documents area in

the customer tree 

6. Now open the Customer Documents in the tree and the documents that were deleted will no longer be shown 



 


