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To Submit a New Supply Request
1. “For Location” should automatically populate to the facility you are signed in under.
2. Contact should be selected from the contacts already in the system. Please do not add a
contact. (When submitting a ticket/request your information as the submitter is passed along
with the ticket.)
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4. Select the supply you would like to order. You can order more than one type of supply.
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5. Click save when you are satisfied with the supplies on your request.
6. A notice with appear at the top of the page that you have submitted a request.
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Thank you. Your request has been submitted. .
For your reference, here is your ticket #: Caze-00000131
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i. From this screen you can view the status of your request.
ii. You can also click details to view the supplies that were ordered on this request.
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