DAMP Order Query.

Access MOBCOP, log in using your “authentication certificate”

Access the DAMPS Orders tile by clicking on the tile image.
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From the DAMPS home screen hover over “Orders” and select view orders.
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If prompted enter your search criteria.
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You should now see your order history.

Select Excel. Save and open the file.
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Print excel document using the Printer named “Microsoft Print to PDF” and save the document as “7
DAMPS, Last, First” in the same location as all of your other documents.

Ensure the following options are selected,

Microsoft Print to PDF  Landscape Orientation Letter Fit sheet on One Page
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That completes the DAMP Order Query.





