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How to create a case and
view your case
How to create a case (a radius task) and how to view the case you created.

1 Navigate to fiucrm.lightning.force.com/lightning/page/home

2 Click opportunities. All cases are done in opportunities list.
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3 Choose your program list view (pipeline)

4 Choose the applicant in which you are creating the case for. This will always be
done out of "opportunity name".
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5 Click "Create Case"

6 Click "queue" not person. Queue opens it up to all admissions team.
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7 Click "Next"

8 Click this dropdown and choose "Chapman Admissions" unless other wised told to
choose other option.
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9 Click this dropdown and choose "Admissions"

10 Click this dropdown and choose which request you are creating.
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11 Click this field.

12 Type what pertains to your open case
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13 Click "Next" and your case is created.

14 Next you will go view your created case.
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15 Click here.

16 Click "Cases"
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17 Select your program's list view from drop down. You can "pin it" so its always the
view you see when you open cases

18 Click on your specific case list view
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19 Click on PID to open the case you created

20 Here you can see when the case was created and what time


