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Quick Reference
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Dashboard

You can view a summary of the most recent Work requests entered on the current day from the Dashboard by
going to the “Work” panel below the notices section. Press See all Work to go to the full Work list.

Work

You can also select the tab at the top of your screen to view the full Work list.

From here you will have the option to view Work entered Today, last 7 days, 14 days, 30 days, or 60 days. The
Work list will initially show all Work that has been entered in the last 30 days. Click on any record in the Work
List to view its full details in the pane to the right.

If you have questions about the details that are visible, please contact your System Administrator.


