Change the Dispatch Status

To change the dispatch status, go to the Dispatch Module Home Page and click the title or dispatch
number of the specific dispatch whose status you wish to change.
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This opens the dispatch details page.
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Note: An individual will be listed only once,
even if they are in multiple pre-defined
distribution lists.

Select the edit dispatch properties icon immediately to the right of the dispatch status to open the
Dispatch Properties Modal.
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Select the desired dispatch status from the dropdown menu and select “Save” and return to the
specific dispatch page.
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