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Request Type Creation Instructions (Initial Request Type) – New PIP: 

Under Filters, locate My Agency PIP Submissions filter.  

Click to open the My Agency PIP Submissions filter.                Click the PIP Submissions Open filter option.  
 

               

The PIP will be reflected in the PIP Submissions Open filter. The PIP is reflected in this filter at the highest level.  
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Double click the PIP that you want to open. This is the PIP at the highest level. All Request Types will be created under the PIP. 
 

 

To create a Request Type, click the plus sign in the Requests table.  
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The Request Type is now created but not saved. The status of the Request Type will be reflected as “In-Progress” where it will 
remain until it is fully completed and submitted to the CBO.  
 

 

Click the  to select the Request Type option desired.   
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In the header, click  . The Request Type is now saved in the system. If desired, you can now exit out of the Request Type. 
 

 
The Request Type will be reflected in the PIP Submissions Open filters in the PIP. The PIP is reflected in this filter at the  
highest level.  
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Click the arrow to open it to display the Request Type created.  
 

 
The Request Type will also be reflected in the Requests – In Progress filters. 
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Request Type Creation Instructions (Subsequent Request Type) – Established PIP: 

Double click on the PIP to open it.  
 
 

Click the  sign to create a Request Type. 
Note: It is recommended that a subsequent Request Type not be created until the previously finalized Request Type has reached CBO Approved status in OnBase. 
Any changes made to the prior Request Type after a subsequent Request Type is created will not be reflected in the new Request Type.  
 

 
 
The system is configured to carry forward details from the previously finalized Request Type. These details must be reviewed 
and updated to align with the newly created Request Type.  
 
Update the CPIP Information if the most recent CPIP details are not reflected in the Request Type.  

***To edit an existing table entry, click the .*** 
***To add to a table, click the  sign.*** 
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Once the Request Type tab is fully updated, click  in the header.   


