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slade
Callout
Verify Role.
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slade
Callout
Click Contract Progress
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slade
Callout
Enter the contract number.
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slade
Callout
Click the row action button and click "Open"

slade
Line



 

 

6 REVISED 01/22

slade
Callout
Click "Items"
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slade
Callout
1.  Click the row action button for the item you want to mark as complete.

slade
Callout
2.  Click "Mark Item Complete".
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slade
Callout
1.  Click the component action button.

slade
Callout
2.  Click "Mark Items Complete".

slade
Text Box
The next two pages show how to mark multiple items as complete.
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slade
Callout
1.  Click the item(s) that you wish to mark as complete.

slade
Callout
2.  Click "Mark Items Complete".
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slade
Callout
Click the expand arrow.

slade
Text Box
This screen shows how to review the item(s) on the contract for Money Critical.

slade
Callout
IF marked the item is dollar critical.  Items of a contract are either ALL Money Critical or not.
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slade
Text Box
This screen shows how to run the Item Posting by Item report.

slade
Callout
1.  Click the component action button.

slade
Callout
Click "Item Posting by Item".




