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Chapter Two

Adding a Suspension/Agreement Record (Admin Level Access Only)

1. Select a contractor from the Contractor List. Choose _ or _ to

add a suspension/agreement record to the selected contractor.
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2. Enter the data in the appropriate fields. The _ and _ dates

can be populated from the calendar control located on the right side of the date box or by
typing in the date in mm/dd/yy format as shown below. The month, day, and year must be
separated with a “/”. Two or four digit years will be accepted.
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3. Asyoutypeinthe _ and _ fields the database is checked for any existing

records containing the letters/words you are typing. If any exist, they appear in a drop down
box directly below the field you are typing in.
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4. If you wish to select the word(s), just highlight it by clicking on it in the drop down as shown

below.
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5. The field will automatically populate with the information. If you don’t want to use the
information just continue to type.



6. Once you have entered in the _ or _ fields, you can check the spelling by
selecting the _ or _ links shown in the screen

below.
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7. |Ifthereis a spelling error, it will be underlined in red. Click on the - link and the box
becomes available to edit. Make sure you press the - button to save the record.
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