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Copy Ticket  

 The Copy feature allows Portal users to Re-submit ticket that has expired into a new ticket and this feature also allows 

 users to Copy a ticket submitted by a different company to transfer the information into a new ticket in the users’ 

 company name.  

 To get started you will need to Login to your Portal account.   

 Select Find Tickets on the top left corner of the page. 

 

Enter ticket number in the field below and select Search. 

 

 Once the search is complete, on the right side of the screen the ticket will populate.  with the requested information.  
 You will click on Copy.  
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This will take you to the ticket information screen. 

 

 
 

 Review the ticket information copied from an existing ticket to make sure it is complete, accurate and that the 

 map is marked correctly before sending the new ticket. 

 

 Click  when you are ready to submit the ticket. 

 

 If you are an Advanced user, you will immediately receive a new ticket number.  If not, your ticket will be 

 submitted to the Call Center and you will receive a copy of the ticket when an agent has completed 

 processing. 


