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Close a Case Job Aid 
This job aid will serve as a guide on how to close a case in PeopleSoft CRM once it has been resolved.  

This Job Aid is intended for:

· State of Ohio users of CRM
Close a Case:

Step 1:
From the 360-Degree view page, find the case that needs to be closed and click on the Case ID link:
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Step 2:

Click on the Find Solutions button:
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+ If needed, help the caller through the steps of enrolling
in a course. Quick steps on how to enroll in an activity
(steps will be accompanied by screenshots in the job aid):

- Log into ELM with user name and password

- Select Self Service

- Select Learning

- Select My Learning

- Find activity using Search Catalog or Browse Catalog
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Step 3:

Select New Solution, enter a solution and click Solve (Associates should add as much detail as possible regarding the solution) and then click Save Case: 
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Step 4:

Congratulations! You have successfully closed a case:
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