
How to Add a Reason

1 Click "Setup Page"

2 Click "Reasons"
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3 Click "Add New Reason"

4 Click and add in a new reason in the box.



5 Choose a reason type from dropdown.

6 Click "Save"



How to Edit a Reason

1 Click the "Edit" button under actions.

2 You can now edit either the name or the type of reason



3 Click "Save"



How to Delete a Reason

1 Click the "trash can" item under actions.

2 Click "Delete"




