RAPID REFERENCE GUIDE: ADD EVENTS TO REQUESTS

”RAP’D The RAPID system offers a number of additional options and functionalities for Users.
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1. Add Event: Comments / Cancel Request

These options are accessed by pressing the Transaction Number after searching for an order.
The ADD EVENT button is located at the bottom of the SERVICE DETAIL page.
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Comment: Select Comment in the Event field and input your comments into the Event Comment field. When finished,

press the SUBMIT button. The comment will be submitted to the RAPID system and attached to the file.

Cancel Service: Select Cancel Service in the Event field and input any comments, if applicable, in the Event Comment

field. Press SUBMIT when complete. The Service Provider will be notified that the request has been

cancelled.
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