Setting Up a Checklist for a Task

To Create a new check list, click the drop down arrow under task info, then click maintain checklists. (Shown
Below)
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Below is a look at the check list maintence screen. As you can see there are a few things we need to type in to
create our first checklist.



To Create a new check list start typing a name for the check list in the Check List Name Field as shown below.
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Then Click Yes to add it

Start typing a name for S—— the list.
the new checklist
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Fill out the remaing fields as shown below.



naze Tools The Service Program

N o Creat rernal Dats . Daks
m ' w 4 1 Open imoices &. m & Leads uist a 2 Cortract List
oo

@ closed twonzes R Lesa Deran
Cutomer  Route  Route

|5 Enter a Contracr é] E *‘ + '?._11

« Bemy  Rental e fem Update Mist  SyncMobike Tk Tk
Infor  Sohecue Infov | Entyy  MIKOANOW | Rented Infoe  Eimatelit . 3 Reporty Info+ | QuickBooks Info v
Cutomer Rovtey Serviis Rentale LeadiEstmaten

Dewsces Entry Info~
Tosk Livt

Setrite Cordracts | Irvento

Miscellaneous

WPt WRewt  Close
A B o
Chedklist Name Sort “ Check List item { Check List Answer &
(Checklistl 1iisthere any visible leaks? Yesi____ Noi___
7| checkiist) 2 Whas the fiter changed on lastservice? | Yesi__ No:__]
| o

A) The Sort field is to define what order the questions will appear in the checkist

B). Check fist tem is the question or item description

C). The check list answer field 15 used to define the possible answers to the check list item
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