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2-4 Entering an individual record

Creating a new record

Step

Action

On the homepage, create a new record by using one of the methods below:

e click on the | need to create a new Border Inspection Record button in the middle of the
screen, or

¢ select the Manage records tab at the top left of the screen and select Create New Record from
the list on the left-hand side of the screen.
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Step

Action

2 A new window will open and display the following form:
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3 Complete the necessary fields.
Note: refer to the Completing the form section for additional information about entering details.
4 When all fields have been completed and all attachments (if necessary) have been added, to save the

record, click on OK.




