
BookitLab
set up a request



set up a new custom form 
• click on "request types" and "custom form" (1) and add a new custom form (2)
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set up a new custom form 
add a name for the new form (1) and click on continue (2)
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set up a new custom form 

• select active (1)

• select core(s) for this custom 
form (2)

• add text fields (3)

• add headings for new columns:
• select create a new item 

(4) and add column 
heading

• click next (5)
• select create a new item 

(4) again and add another 
column heading
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create a new request type

• click on request type (1)

• click on create new request –
related asset (2)
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create a new request type
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Fill in relevant information in the template
• to invoice according to price sheet an instrument price

category should be added (1)
• to invoice according to milestones (2), the instrument price

category should be blank/not filled in
• click insert when template has been completed (3)
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