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1. Creating a new facility
Occasionaly the facility you are trying to search for does not exist in the system. If you can not find the
facility there is a button on searching for a facility page that allows you to create a facility.

Creating a new facility for your case
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2. Entering the information for a facility

You will be brought to a screen to enter all the information that is required to create a facility. All of the
required fields are marked with a red asterisk. Once you are done entering the information click on the
"Add Facility" Button
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3. Starting a case for the newly entered facility

After you have added a facility you are taken to the first step of starting a case, here you can enter the
information required and click on "Create Case"


