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Admin: Add a New Description  

 

To add a new 

Description, from the 

Administrative Tasks 

menu click on the 

Task/Description link.  

 

 

 

Say you want to add a 

new description under 

Plumbing.  

The easiest and 

quickest way to add a 

new Description is to 

edit an existing 

Description that 

already exists under 

Plumbing by using the 

save and copy 

technique.  

From the 

Task/Description 

Manager, edit any 

existing Description 

under Plumbing by 

clicking on the blue 

edit pencil. 
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Since we want to add 

the new Description of 

“Wrong Fixture” to 

the Task of 

“Plumbing”, we have 

chosen to Save and 

Copy the existing 

Description which is 

“Loose”.  

Click Save & Copy 

from the options at 

the bottom of the 

page. 

 

 

 

Click OK on the pop-

up box when it asks 

you if you want to 

copy this record.  
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You will need to 

update a number of 

things.  

1) Update the 

Description Name. 

2) Update the 

Description Info. 

3)Update the default 

values of Resolution 

Activity, subcontractor 

and location. 

Remember that these 

values become part of 

the new Description. 

Now Save it.  

 

 

 

 

Done. The new 

Description has been 

saved. 

 

 

 

 

 

 

 

 

 

 


