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NOTE 2 READER: The following ½ page tip cards were printed back-to-back and 
given to participants at the close of their training session.

TEXT MESSAGES 
DA Quick Tip 

 
 

To open the Message Summary window, you must be in the Tools menu.  Then: 
 

♦ Select Text Message Summary, OR 

♦ Click the Text Messages window button,  

 

   OR 

♦ Click in the green Text Message statistics box on the status bar.   

 

 
 
 
 

To send a message: 
1. Open the Message dialog box. 
2. From the Send section, select a priority from a drop-down list. 
3. In the To field, enter the user ID(s) of your recipients. Using the DA, one text message can be 

sent to multiple recipients. 
4. In the text area, type your message. 

5. Click Send or click the Send button.   
 

 
6. Click Yes. 
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FORECASTS 
DA Quick Tip 

 
 

A forecast is a prediction for the assignment of future orders. 
 

To run a forecast: 

1. From the Scheduling menu, click Forecast or click its button.   

 

 
 

2. In the Resource Forecast dialog box, enter a date or click the down arrow to access the calendar. 
 
 

To view a forecast: 
1. From the Alerts menu, click Event Summary. 
2. In the Alert Event Summary window, double click the alert that notifies you of the forecast.   
3. Click Yes to transfer.    
4. The report that corresponds to the alert appears in your default web browser. 

 

CREATE AN ORDER 
DA Quick Tip 

 
 

 
Remember: An order should only be manually created if the host system (ex: CorDaptix, PITS) is down and the 

order will be an emergency. 
 
 
 
To create an order, you must be in the Orders menu.  Then:   
 

1. Select Create Order and click the order type, OR 
 

click the Create Order button.   
2. Complete the Create form that will appear.   More than one page may appear, in which case, you will 

need to click the corresponding tab at the bottom of each form. 
 

3. Click the Create button in the upper left hand corner of the form. 

 

   
4. Click OK. 
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CREATE A MISCELLANEOUS TICKET 
DA Quick Tip 

 
The Create Order form. 
 

 

CREATE A MISCELLANEOUS TICKET 
DA Quick Tip 

 
From time to time, a Miscellaneous ticket will need to be created. 
 

To create a Miscellaneous ticket: 
1. From the Orders menu, select Create Order. 
2. Click Order Entry To. 
3. Complete the Create form by entering information in each yellow filed (as it applies to the order). 
4. Click the Create button.  
5. Click OK when notified that the order had been created. 
 
 
 
 
 
 
 
 

See back of card for the Create form. 


