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     View Recent Intakes Total 
 

You can view the number of Recent Intakes a worker created within a defined number of days. 
 

1. Click the My Recent Intakes icon in the Tree View under Intake View. 
 

2. Click on any column header on My Recent Intakes E-grid. 
 

3. Right-click to get the Action menu.  
 

4. Select Grid Options and select Show Summary Footer. 
 

5. Click in the Summary Footer under the column that you want to count. 
 

6. Right-click and select Count; the number displays. 
 

If the count already displays and you wish to clear it, right-click on the  
number in the Summary Footer area and select None. 
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