
Adding Comments to Tickets
This guide illustrates the multiple ways comments can be added to tickets.
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Step 1 — Adding Comments to Tickets

 

There are two ways comments can be added to tickets: First to a whole ticket and second to an
individual line item on a ticket.



To add a comment to a whole ticket, click on the Comments tab located toward the top of a ticket.

Step 2 — Adding Comments to Tickets

Click on Add Comment.
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Step 3 — Adding Comments to Tickets

In order to enter comments in this
section, an employee number is
required.



Click on the Reports drop down in
order to select which printouts the
following comments will be
displayed on.



Enter comments in the Comments
box.



Enter a URL to a comment (when
applicable).



Step 4 — Adding Comments to Tickets

 

To add a line Item comment, click on the comments tab inside of the Parts & Labor section.

Click on the Actions Menu to add a new comment or edit an existing comment. Each line on a
ticket will have its own Actions Menu.
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Step 5 — Adding Comments to Tickets

Add comments in the Comments
box.



To save new comments or editions,
click on the Green Check Mark
button. To decline/cancel, click on
the Red X button.
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