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UPDATE A CASE  
The Search/Update link is used to lookup cases that have been 
entered in the past that you may want to update or delete. 
 
To search for a case, first select Search/Update from the Case 
Entry tab within the Case Log System (Fig. 21). 
 

 
Figure 21: Case Entry Page 
 
A new window will open where you can set up parameters to help you locate a 
case. You may also leave the fields blank to display all cases. Press OK to 
display the cases (Fig. 22). 
 

 
Figure 22: Selection criteria to search cases 
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Once you have found the case in question, you may select edit, view, or delete. 
Select your choice to proceed to the actual case entry screen (Fig. 23). 
 

 
Figure 23: List of cases 
 
If you choose to edit, make any necessary changes once the case entry screen 
appears. To save these changes select Update. Once you select Update, you 
will return to the search results (Fig. 24). 
 

 
Figure 24: Case entry screen to update 
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If you choose delete, the case entry screen appears where you can verify and 
press Delete to permanently remove the case. Once you select Delete, you will 
return to the other search results (Fig. 25). 
 

 
Figure 25: Case entry screen to verify and delete 


