
QuickCard: Help Desk Ticket
Help Desk Ticket Process
· Open Help Desk Ticket
· Fill out ticket and submit
· Ticket will automatically be sent to HelpDesk for assignment
· You will receive a status email upon assignment
· You will receive notification of completion of request by email

· At any time, you may view status the status of your tickets in the Help Desk folders.

Filling out a Help Desk ticket
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Help Desk Ticket Form

( Contact Info – In this area, your contact information is automatically filled in from the Outlook Address Book.  If you want to copy someone on the ticket, you can press the selection button on the right and it will allow you to pick the a name from the address book.  Checking “Include in Updates” will cc this contact on all update emails regarding the status of  this ticket.
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( Information on the issue you are reporting – Select the category and type of request using drop-down selection boxes. Additionally, you can state the priority of the request and the date needed. Dates can be entered as “date shortcuts”, such as today, 1d, 1 w, next Tuesday, etc., or in mm/dd/yy format. Operating system and computer device are optional. 
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( Summary and details of the issue – Now describe the issue or request.  In Summary, type in a short sentence on what you are asking for, then more information in the details field. Be as specific as possible, include error codes or other relevant information.  The more specific the information, the faster the issue will get resolved. 
[image: image4.png]Summary e

I password change

Link to and fill the following form.




( Forms and attachments – Your IT staff may have created forms that need to be filled out in relation to your request (e.g., password change or hardware request).  Select the drop-down to view available forms. Also, you may attach a file or screen shot to the ticket by using the “Add Attachment” button (or by pasting it into the Details area). [image: image5.png]Details/Attachments
(please provide detailed information)





( Submit ticket – Once you have completed the ticket, hit Submit. This will route the ticket to the Help Desk for assignment.
View Status of your tickets
· You can view the status of your ticket by going to the Help Desk folder and double-clicking the ticket for review.
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End-User Quick Reference           
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