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 Workdesk Screen: 

1. Move the mouse cursor over   

2. Click   

 

 

3. Move the mouse cursor over  

4. Click   
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Rapid Status Update for Phase Screen: 

1. Enter select criteria of the work orders. 

 

 

2. Then click  to execute the search, and the Rapid Status Update screen will 

appear 

 
 

3. Enter  and use zoom  to select New Type, Category, Status , and (if applicable) 

check  if  the work orders must be closed. 
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Rapid Status Update for Work Order Screen (Continued): 

4. Click to view the phases  in detail 

 
 

5. Click and check the work orders to be updated 

**NOTE** 

You can click the group or select all to update 

i.e.  or   

 

6. Click the generate process button  to update the phases and the updated 

phases will disappear from the list. 

 

 

 

 


