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How to...     
find help and support

There are several 
different ways, in which  
you can get help while 
using the portal.

For example, when 
you are creating a new 
invoice you will see the 
green question mark 
icon.

You will find these 
throughout the site. In 
the example on the left, 
it helps you populate 
the ‘invoice number’ 
field.

OPTION 1 - Green question mark icons

Requirement(s): 
•	 Hover your mouse over any green question mark icon 

to read an explanation of a specific portal functionality
•	 Click on ‘Help with this page’ link or icon in the top 

right corner of a page to read the purpose and options 
available for the page you are on  

If you want more 
information, you can 
use ‘Help with this 
page’, which provides 
more detail on what you 
can do on a particular 
page.

  

OPTION 2 - Detailed explanations for every page
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STEP 3 - Review the failed invoice

Your customer has 
asked you to add an 
attachment to your 
invoice. 

By going straight to 
the ‘Help & support’ 
section you can either 
browse the help topics 
to find the information 
you need or use the 
search engine. 

If you have not been 
able to find the answers 
you need, you can 
contact our support 
team by raising a 
support ticket or calling 
them directly. 

If you raise a ticket 
you can keep track of 
progress by clicking on 
your active requests. 

OPTION 3 - Help & support articles 

Requirement(s): 
•	 Click on ‘Help & support’ link in the top right corner of any 

portal page
•	 Click on any article or video link
•	 Click on ‘Open a support ticket’ link in the orange box

OPTION 4 - Raise a support ticket or review existing tickets
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If you can’t find what 
you are looking for in 
our Help & support 
pages, you can call 
the Tungsten Network 
Support Team on the 
number shown in the 
orange box on the right 
sideof the screen. 

It is helpful to have your 
TN number to hand 
when you speak to the 
support team. You can 
find this in the ‘Useful 
information’ box on the 
left.

TN number is the 
unique number of 
your business on the 
Tungsten Network. It 
can be located in the 
bottom left corner of 
the Help & support 
page.

STEP 9 - Submit corrected invoice

If you are unable to enter the required information, please contact Tungsten Network for assistance
Tungsten Network: Portal Home Screen>Open A Support Ticket

OPTION 5 - Call the support team

Requirement(s): 
•	 Click on ‘Help & support’ link in the top right corner 

of any portal page
•	 Locate our phone number in the orange box at the 

right of the screen


