
 

 

Ticket - Consolidating Tickets  
AV Ref # 570 

 

There is also a video showing how to perform this function: 

Ticket - Consolidating Tickets (00:46) – AV Ref# 312 
 

 

About:  

 

You may occasionally have situations where one customer has multiple open 

workorders that people have been working on. Maybe one employee started a ticket 

and another employee was not aware and started a new ticket for the same customer. 

The easiest method for merging those tickets together is the Consolidate ticket function 

available on the Ticket screen.  

 

 

How:  

 

1. Ticket Lookup is the easiest method to find a ticket. Click on the Tickets icon on 

your tool bar: 

 

 
 

2. Find your customer’s multiple tickets: 
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3. Double-click on one of the tickets to bring it up on your screen. Click on the 

Consolidate button at the bottom of the screen: 

 

 
 

4. A pop up box will list all available tickets for this customer. You can right-click on 

each ticket to see the detail and to verify you do want to consolidate that 

particular ticket to your current one: 

 

 
 

5. When you are ready to consolidate the ticket(s), you can select each ticket 

individual or highlight them all and then click on the Consolidate button. Now, all 

of your multiples have been combined into one ticket.  

 

 

 

**NOTE - Users must have password permission to both create and close invoices 

(P16, P21).  If you need to give a user password permission to perform this function, 

please contact your system administrator.  


