Clearinghouse Web Changes

The main Clearinghouse Web page will remain the same.
To create a ticket, click on the link “Report a Functional Problem via web”.
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The Clearinghouse Web screens have changed from buttons to tabs.
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To build a new ticket, click “Insert New Ticket” tab. The following screen will appear.
To continue building a ticket yoymust click the “Submit” button.
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After you click the “Submit” button a Security Alert window MAY BE displayed.
Select “YES” to continue.
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You must enter your Clearinghouse login and pin. The login is usually your social
security number. The pin is the same as your EBIS pin. For NAF users you should have

been assigned a login and pin. After entering your login and pin click on the “Submit”
button to continue.
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After a successful login, a ticket will be created. The ticket will be assigned a control
number. Please save this number for future reference and place it on the supporting
Template. This number should also be in the Subject line of your email when sending us
your template.

Your customer information should be populated into the ticket. Please validate that your
data is correct. If your customer data needs updating, please submit a POC form which
can be found on the Clearinghouse Web page.
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Use the Scroll bar to navigate up and down the form. Please make sure you complete all
data fields.

Though some fields are not all “Required”, please complete ALL fields to prevent
delay in processing the ticket due to incomplete data.

After you complete ALL fields, click the “Submit” button

Al tinrims - Mcrosoit Intbemnet Bplorer provided by AFPE

| Fia Bk Vew Favories  Toos el

) O 5 5 5 ) =1
. _ | = |
| dapak - = - B [E] A | Psearch [GFwodes (Grswey | - G 5 -

| Ackirmes [ hotpes ez oo o c Qi e AR RAIF VBT FOFLESLOOCTHPISTNDON _ x| & |w.
=]
ORG Addres:
[oPcT
Emxil Addrese:
FE-mail address 1

Flerss send en emad 1o afjo dpe cleannghomsze Iopndfpndolph sf mil if ey of the ehowe infomation is wrang.

(Freguired) (Rrquired)
Heatian ied
o a— O 3
(Feguesed)
Froblen D eemiphions
El
b |
Irapaes

SUEMIT | FRMT |prisin —n,

THEDEPARTIENT CF THE ATR FORCE 15 AN BIUAL CPFCRTUNITY ERMPLOTER
Home+ _msr

Ll [ 3 B ocsimiranet
St | | 20 E D || e | Bons L. | Sjposens| e, | Soimn. |[#oerims - Blooore.. | [Bost | [SEGE Beid oman




Once the ticket has been inserted you will receive a confirmation screen “Record was
successfully inserted.” If you do not receive this screen your ticket was not saved.
This might be due to a time out error andnetwork problems.
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To check the status of a ticket, click on the ‘“Ticket Status” tab.
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Enter the ticket number and click the “Submit” button.
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The ticket information will now be displayed.

Note: new fields (Severity Level, Ticket Location, Vendor, Vendor Number and
Date to Vendor) have been added to this screen.
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You can build a custom report by selecting the “Build Report” tab.

Note: new select criteria is now available, you can select tickets at your MAJCOM
or Base. You can also select by Customer Name, Vendor Ticket Number or
Appropriation. Make sure when making your selecting that you include Status. You
must select Status “OPEN” to receive only the Open tickets, if not you will receive

all tickets both Open and Closed. Please use the drop down arrow to select the
appropriate list of values.
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The “Clearinghouse Problem Report” tab now gives you the flexibility to select All
tickets both (Open and Closed). Or you can select either just the Open or just the Closed.
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Once you select (All, Open or Closed) you can then sort your report by MAJCOM, Base,
Control Number or Appropriated. If you need to see the detail information on a ticket,
please click the Radio button for the specific ticket and then click the “Submit” button.
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