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Adding Parts Using Category or Item Search for iPhone
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1. Open work order and tap Costs to
access Parts and Labor
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Unit #12304 (1 Bdrm)
Not Occupied
Reported By: Staff Ross, Kayla (Medium)

Entered by: Ross, Kayla
Expected Start: 11/30/2020 6:51:59 AM

© Description

7= Deliver C Battery

2 batteries
Note

Completed ;
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2. Tap New Part

< My Work Orders

/ Parts + New Part

Quantity Name

Search by Category or Part
Add Part

Il UPC Search

Q Find UPC

== Category

3. Select a Category from the list

i Category

Batteries

Search for parts

No parts found

m:\

Amenities
Appliances
Batteries
Bed

Doors
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IT\‘DE‘ at least 3 characters to search IA

No parts found

Or type at least 3 characters into
the Parts field
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Tap Search

4. Select Stock Item from list,
tap OK

AA Battery

AAA Battery

D Battery

Lithium Battery

Cancel

5. Choose Quantity and Stock Room
tap OK

Stock Room Select

{= Quantity to Add

:

wu Stock Rooms

57 Housekeeping Closet 1

7 Housekeeping Closet 2

6. Confirm information is correct

+ New Part
Quantity Name Cost
2ea C Battery $4.00

To Edit Stock Item, swipe left and
tap Edit or Remove

< Back
& Parts + New Part
Quantity Name Cost
Cancel y $4.00 Remove
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