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Creating a Case in Netsuite Through a Sales
Order

1 Copy the order number or sales order provided

2 Go to Netsuite and paste it in the "Search" field.
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3 Select the sales order

4 Scroll down and click "Related Records"
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5 Click "Support Cases"

6 Click New Case
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7 Go to contact channel and select how customer contacted us. If a call select
"Inbound"

8 Go to Contact Reason and select the reason customer contacted
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9 Go to Product drop down and select the type of item

10 Go to item and input the SKU from customer's order
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11 Go to subject and input customer's issue

12 Go to status and select In progress. Once issue is resolved you can close case
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13 Go down to description and type the issue
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14 Go down to message and type the issue

15 Scroll down and click the "+"
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16 Click choose file and select the image/s customer sent
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17 Click save
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18 Click add. (Repeat steps 20-23 until all images have been added

19 Click Save


