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Gaining Access to OpenTicket

= Assumption: You currently do not see the Ticket icon in Openlnvoice and need to add a role to accessiit.
You do, however, have access to log in to Openlnvoice. If you do not have Openlnvoice access, please email

supplierrelations@expandenergy.com.

Openinvoice # B~ ©- &~ &~ - v & Fund my Invoice

= Navigate to Membership >
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Reduce time-consuming data entry with SupplierLink to automate invoice and ticket creation
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Gaining Access to OpenTicket (continued)

= On the next screen, Openlnvoice ~ #
CliCk Add ROle. \kBack - Role Configuration

o This site currently has 2 invoices in progress
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Gaining Access to OpenTicket (continued)

» Enter Field Ticket in the Role Name field.
= Select the users who need access to this role.

®» Click Add and click Submit.
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Role Configuration Expand Test Supplier 1

o This site currently has 2 invoices in progress
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Gaining Access to OpenTicket (continued)

= Ensure that all personnel submitting tickets are assigned to the new role.

= |n the row for the new Field Ticket role, check the boxes under the three Field Ticket permission columns
(Field Ticket View, Field Ticket Modify and Field Ticket Pricing), then click Submit.
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Role Configuration
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o This site currently has 2 invoices in progress.
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Gaining Access to OpenTicket (continued)

= | og out and then log back in for the changes to take effect.

=" The OpenTicket icon should now be visible.

= Still having issues? Email Eticket@expandenergy.com for assistance.
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