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Lesson 1: How to Copy a Request 
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Lesson 1 
How to Copy a Service Request 

You might need to create a request that is similar to a 
previous one that you submitted. With the Request Again 
function you can create a copy of an existing request, the 
details of which can be modified.  
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Lesson 1 
How to Copy a Service Request 

You can copy a request 
regardless of its status. That is, 
you can copy a draft, a 
submitted, or a cancelled 
request. Note that the Request 
Again function will fail if the 
service request form is no 
longer available. 
 
To copy a request, in My 
Requests, click Request Again 
for the request that you want to 
copy.  
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Lesson 1 
How to Copy a Service Request 

You can copy 
from within an 
existing service 
request’s 
Request Details 
dialog box, by 
clicking Request 
Again. 
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