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1. Select the work order. (See steps from To Perform a Work Order Search or 

Query)  

2. Click the edit button  

3. Select the phase of the work order.       

4. Click the view pull down menu  

5. Then select   

 

6. Add a shop person by clicking the add button  located on the lower right 
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7. Enter the shop person or click the zoom button  and select the shop person 

 
 

8. Click the done flag when finished  to go to the Shop Person Assignment 

screen:
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9. At the Shop Assignment screen, click the done flag to go phase screen: 

 

10.  At the phase screen click  to return to the main Work Order screen and click 

the save button  to save your changes. 

 
 

 

 


