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ADDING REFERENCE LINKS  
The Reference Links panel allows users to link multiple related form types together for ease in tracking 
documents that pertain to each other. Once created the link is a dual link for both form types. 

To navigate this Quick Reference Guide, simply scroll down, or use the following hyperlinks to jump to a 
specific section. 

Create a Reference Link for a New Form Record  
Create a Reference Link to an Existing Record  
Remove a Reference Link 
Related Resources 
 

CREATE A REFERENCE LINK FOR A NEW RECORD  

1) In the Reference Links panel of a record, click the New button. 
 

               
 

2) Click Create New. 
 

                                                
 

3) The Create New Reference Link modal window opens. 
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4) Select the form type and click the Next button located on the bottom right corner of the screen. 
5) The form selected in the previous step will open. Complete all *Required fields and any other 

field necessary and Save the record. 
6) The linked record will be displayed in the Reference Links panel of the new record. 

CREATE A REFERENCE LINK TO AN EXISTING RECORD  

1) In the Reference Links panel of a record, click the New button.   
2) Click Add Existing. 

 

3) The Add Reference Links modal window will open. Scroll, use the Search feature 
4) Once found, click the checkbox to select the form. 
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5) Click Add from the bottom of the modal window. 

REMOVE A REFERENCE LINK  

A Reference Link between two records can be Unlinked from either of the records. It will be 
removed from the Reference Link panels of both record. 

1) Open one of the linked records. 
2) Click the dropdown arrow on the left side of the Reference Link. 

                                                                    

3) Select Unlink. 

RELATED RESOURCES 

Help Pages 

• Create a Reference Link 

https://help.projectteam.com/create-a-reference-link
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