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Enter at least 3 characters.
Select “Search”. You must
tap on the selected location.
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Tap Details to return to your
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Step 4: Tap to switch Reported By to
Guest or Staff, as needed. If you choose
Guest, the Guest Name is Required.
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Step 5: Add Sub-Location
using the search bar or
scrolling through the list.

Step 6: Tap Create.
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In the Notes field, add
Quantity and/or additional
information as needed.

Success! Your work order has been
created.
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