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License Site – List Builder 
Step Action 
1.  Navigate to the License Site Tab. 

 
Select the List Builder color bar. 
 
 
 

 
2.  This color bar is used to create lists for a License Site and to view all 

the lists associated with the License Site selected. 
 
In this example, Core Lab is the License Site selected.  

 
3.  The Filter allows you to filter the Lists in the table by a specific type 

or by Show All List Types.   
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4.  To see all the Inspections, select Inspection by using the drop-down 
menu. 
 
 

 
5.  You may also Edit or View any of the lists by clicking on the Edit or 

View links.  
 
You may create a new list, a checklist, an inspection, or a policy. 
 
Select New. 
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6.  In the Build a New List window, create a new Checklist called Hiring 
Procedures. 
 
Type in the name in the List Id or Number field.  
 
Select the Type of list from the drop-down menu. 
 
Select Save Changes. 
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7.  The new checklist is in the list.   
 
Select Edit for the checklist Hiring Procedures. 
 
 

 
8.  See Quick Reference Checklist-Name to begin setting up the new 

checklist. 
 
You are able to go back to the list of Lists by selecting Back to List 
or the License Site Tab. 
 
Select License Site Tab. 
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9.  Now we will create an Inspection List. 
 
Select New. 

 
10.  In the Build a New List windown, type in the name of the inspection 

and then select the Type of Inspection from the drop-down menu. 
 
Select Save Changes. 
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11.  Select Edit for General Laboratory. 

 
12.  See Quick Reference Inspection - Name to begin setting up the new 

inspection. 
 
Select License Site Tab. 
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13.  Now we will create a new policy.  
 
Select New. 

 
14.  In the Build a List window, type in the name of the new policy in 

the List Id or Number field, and select the Type of policy from the 
drop-down menu. 
 
Select Save Changes. 
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15.  Select Edit for the Overtime Policy. 

 
16.  See Quick Reference Policy - Name to begin setting up the new 

policy. 
 

 
 

 


