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Assigning a Phase and Asset

Assigning a Phase and Asset
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2. On the Phase screen, click edit
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Assigning a Phase and Asset

3. At the bottom of the screen on shop person tab, click load
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In the "Load" menu you will see
names here. Click on the person you
want to assign the task to
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Assigning a Phase and Asset

5. Click done
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Once you check a name, click on "Done" at the
top left of the screen
6. Change priority, as needed
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In the "Priority Menu" click on the
Priority that best relates to your job
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Assigning a Phase and Asset

7. Click on magnifying glass in status box, change status from new to assigned
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Click on "Assigned"
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8. Click on the magnifying glass in the Asset box.
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