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If you click arrow ­
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Important:  To access online help, you must have a web browser configured to open 
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type of materials they supply and group your outside contractors according to the services 

they provide. 
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Related Tables: The Trades table 
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 ___________________________________________________________  
 

Project: A group of work orders related to a single goal. 
 

 For example, suppose you are renovating an area in one of your buildings. 

You could define a Renovation  project and mark all related work orders as 

belonging to that project. This makes it easy to distinguish which jobs are 
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 ___________________________________________________________  
 

 To fill out a new work request: 

1. Drop the arrow on ñReq. Byò ¬ to specify who reported the problem. The drop-down 

list displays your current Contacts table. For more on the Contacts table, see The 

Contact Table
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Using this window can be divided into three steps: 
 

1. Specifying the materials you want to reserve. 
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4. 
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Finishing up: Once you have specified the quantity you want to reserve, click Save
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