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First, click the page, (2 ), icon to produce the drop down menu of choices.

Select the item(s) you want to print by clicking in the appropriate box to place a check mark for the work request.

By selecting one of these choices you can either print a “Word” document that has the work details or work details and floor plan.
These choices allow you to print a “PDF” version of either the work details or work details and floor plan.
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5. Once you have made your selection, the system will run a job to create your print documents.
6. When the job has completed, you would then click on this link to view your print job.
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Work Request Details: 1530
page 1 of 1
February 27, 2017

Work Request Code *1530* | Problem Type PROJECT|RENOVATIONS
*1530%*
Service Request Code 1570 | Work Order
Requested by REQUESTORI | Priority
Date Requested 2/3/2017 Time Requested
Building Code 50224300 Floor Code
Room Code 468 Equipment Code
College Code Fund Code
Account Code Status Requested
Description | tyhdrtyhdhdfgh

Step Responded By On Workflow Step Status  Step Status After
| REQUESTOR1 2/3/2017 Basic Requested None
| Comments

Part Code Quantity Estimated Quantity Used
0.000

| 001-0301 55.000 |

Estimated Cost of Labor | $0.00 | Cost of Labor $0.00
Estimated Cost of Parts $0.00 | Cost of Parts $55.00
Estimated Cost of Tools $0.00 | Cost of Tools $0.00
Estimated Other Costs $0.00 | Other Costs $0.00
Estimated Total Cost $0.00 | Total Cost $55.00
Other Costs Description
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7. Depending on which style you chose, your print out will look like this for PDF.
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Work Request Code *1647* | Problem Type PROJECT|OTHER
*1647*

Service Request Code 1687 | Work Order

Requested by REQUESTOR1 | Priority 1

Date Requested 2/21/2017 Time Requested 3:46 PM

Building Code 50211000 Floor Code

Room Code Equipment Code

College Code Fund Code

Account Code Status Requested
Description test

Step Responded By On Workflow Step  Status Step Status After
REQUESTOR1 2/21/2017 Basic Requested None
Comments

Part Code  Quantity Estimated  Quantity Used
| oo1-0101 0.000 0.000 |

Other Resource Type  Date Used Units  Quantity Used  Estimated Cost  Actual Cost
| HOME DEPOT 2/23/2017 0.000 $0.00 $0.00 |

Estimated Cost of Labor | $0.00 | Cost of Labor | $0.00
Estimated Cost of Parts $0.00 | Cost of Parts $0.00
Estimated Cost of Tools $0.00 | Cost of Tools $0.00
Estimated Other Costs $0.00 | Other Costs $0.00
Estimated Total Cost $0.00 | Total Cost $0.00
Other Costs Description

Or like this for Word.



