
How to Create an Invoice and Close a 
Job​

in the Workiz App 

​
Technician Step‑by‑Step Guide​

 

​
This guide explains how technicians should create an invoice, collect payment, and close a 
job inside the Workiz mobile app. Follow these steps after completing the service at the 
customer's location. 

 



  

STEP 1 : First click the job scheduled to you.          STEP2: Click FINANCE. 

 

 

  

 



  

STEP 3: Click CREATE INVOICE.​ ​                    STEP 4: Click ADD ITEM. 

 

 



 

STEP 5: Input the service you provided.​ STEP 6: Select the service and click    ADD        
TO INVOICE at the bottom. 

 

 

  

 



STEP 7: Click edit ​             STEP 8: Edit the Price or Quantity. Then​
            click APPLY. 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 9: Go back to INVOICE                                           STEP 10:  Then scroll to PAYMENT and                          

                                                                                                                    Click ADD PAYMENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 11: Check the amount DUE if                              STEP 12:   Select Payment    
correct  if not Click EDIT to change                              METHOD                                           
the price.                                 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 11: Go back to INVOICE                              STEP 12:  Scroll down, click DETAILS                                         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                            STEP 13: Add BEFORE  and AFTER photo 
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