Add a Custom Field

1. In Admin, click Service Request
Category Custom Fields or Work Order
Category Custom Fields from the
Configure tab.

2. Select the category from the Categories
panel that you'd like to add a custom field
to.

3. Click Add record in the Category Details
panel.
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4. Enter the Field Name and click Add.
5. Select the Type, either Text, Code, Date,
or Numeric.

6. Enter the corresponding details for the
type selected.
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7. To associate a custom field to a work
order or service request, return to the
Home Menu and click Work Activity
Templates from the Configure tab.

8. Select either Service Request Template
or Work Order Template from the Work
Activity Templates panel.

9. Select atemplate.

10. Select the Custom Field Category on the
General tab of the Template Details
panel.
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When the service request or work order is
created, the custom field appears in the Custom
Fields panel.
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