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Incidents - Recently Completed

Incidents completed within the last 30 days can be accessed from the Recently Completed Screen. You can
view details and add additional comments or return the incident to incomplete to add more guest
responses/compensation if needed.

Step 1: Go to the Incidents drop-down and select ~ Step 2: From this screen, you can view all Guest
Recently Completed. Incidents completed within the last 24 hours or up to
the last 30 days.
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Step 3: To view the details of an Incident, highlight

. . . Welcome Page  Recently Completed Guest Incidents
and double-click or click the View button. View ' Completed Within: ‘ j Clear Filter
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Step 4: From the Incidents detail screen, you can review all the information and add additional Comments.
To add additional Guest Responses or Compensation, click the Return to Incomplete button to reopen the
Incident.
Welcome Page Recently Completed Guest Incidents [-2147453293] Guest Incident: Schult, Miriam
ed - Resolved Close: nresolved lT!emm to Incomplete |

Guest 1001046 - Schult, Miriam Closed Date

Step 5: After updating or adding additional information to
the incident you can click Save, Save/Close or Return the Welcome Page Recently Completed Guest Incidents
Incident to Complete by either clicking Closed-Resolved Closed - Resolved Closed - Unresolved Return to Incor

or Closed-Unresolved. - 1001048 - Schult, Miriam
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