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Create Tickets in Reports Dashboard

Reports dashboard

1 Click on Tickets

2 A. Click on Add tickets
B. Click on Create new

3 Type Ticket name
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4 A. Click on Pipeline
B. Select Pipeline

5 A. Type Ticket description
B. Click on Level of Importance
C. Select Level of Importance

6 A. Click on Category (Please 
Choose One…
B. Select Category
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7 A. Click on Associate records un-
der the Companies Section
B. Type HR Butler
C. Select HR Butler

8 Click on Create
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