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How to Locate All Active Internal Service Requests for a Service Center 
 

If a Service Center has a large number of pending ‘Active’ Requests, it may be useful 
to utilize the Find an Existing Value tab. 

 
 

 
 

1. Navigate to UTMB Internal Service>Requests 
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2. Enter your Service Center ID 
3. Select Active Request for Status 
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4. Click the Search Button 
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