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Click on the Maximize button to open the full list.  

2 To search for a specific Service Request :

Use the Search Fields (beneath each of the column headers) to narrow down your search. Enter keywords into the 
white search fields and press the Enter key to search.    

Once you locate the desired Service Request, click anywhere on the Service Request Record to open.  
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FIND THE STATUS OF AN ACTIVE SERVICE REQUEST
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3 In the Service Request Record: 

In the General section, locate the Status of the Service Request.  

Scroll to the bottom of the record and click on the Work Task Record to open it.  
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