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• Enhanced case data entry

• Improved view of case information and status

• Improved view of cases submitted by co-workers

Overview
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Viewing and Managing Cases

• Users can see their cases, cases submitted by other users against 
orders for their company, and their closed cases.
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Viewing and Managing Cases

• Users can search for cases by case #, case title, order #, and PO #.

• All orange text is a hot link to additional information.
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Viewing and Managing Cases

• If customers click on the Case #, they will see this view which shows 
them details about the case.
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Submitting a New Case
• The form will walk you thru the information needed for each case.

• Some fields are “Required” and noted as such with red text.

• Once the case is filled out, click submit.

• A pop-up message with the case # will appear.

• The new case should be visible in the open case list immediately.
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Submitting a New Case
• For certain types of cases, you will see a drop down appear with line 

descriptions and quantities.

• You can check each line (or select all) and identify the quantity 
affected.
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• Users can still contact us by clicking the User icon, and then selecting 
“Contact Us”.

• Users will be able to fill out and submit a request form.

Help
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Hints and Tricks

• There is an icon that will take users directly to our website where you 
can access the document library, lead times, and additional 
information about the portal.

• If you get a blank login screen, try CNTL + F5 for a hard refresh.
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