
 

 

Ticket – Adding/Editing Comments on a Ticket 
AV Ref # 655 

 

There is also a video showing how to perform this function: 
Ticket – Adding/Editing Comments On A Ticket (2:40) – AV Ref# 338 

 

About: 
 

This document will cover adding and editing comments on tickets. Comments can be 

added and edited on both open workorders and closed invoices. Comments are added 

to the body of the ticket. Comments can be set to print on the ticket for the customer to 

see. Or they can be set as “Do Not Print” so the comments display on the screen but do 

not print on the customer’s ticket. 
 
 

How: 
 

1. On the Ticket View/Edit screen (shown below), click on the Line Items tab to 

access the body of the ticket: 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

(Continued on next page) 



 

 

 

2. Right-click anywhere in the body of the ticket and click on Append Comment 

OR use the short-cut key by hitting ALT+C: 

 

 
 

3. In the Comment box (shown below), type in your comments. You can opt to 

include the Header and/or Footer separator lines which will draw more 

attention to your comment on the page. You can also select the Do Not Print 

option which will add the comment to the ticket and highlight it in red but will 

only be viewable on screen and will not print on the actual ticket: 

 

 
 

 



 

 

 

4. After you click on OK, your comment is added to your ticket: 

 

 
 

5. If you need to edit the comment, you can double-click on it to open the 

dialogue box or right-click on the comment and select Edit Item. Make your 

edits and then click OK. 

 

6. You can add as many separate comments as you like or you can condense 

them all into one, your choice: 
 

 
 

 

Option Settings: 

 

**NOTE - Users must have password permission to invoice and close invoices (P16, 

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

contact your system administrator. 


