Creating a Ticket for IT support via the web portal

The K1000 Service Center is our new Helpdesk
ticketing portal. You can enter your own
tickets by going to http://10.0.0.88.

For most users we’ve set up Internet Explorer
to open this page as a second tab (first tab is
our City Intranet site).

Logging In
Use the same user ID and password that you

use to log into your computer. Then click
Login.

Ticket Screen
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City of Roswell IT Department User Portal

Welcome to the City of Roswell's IT Department User Portal. Here yvou may submit service requests.

Please enter your organization's commeon user name and password below to login.

m

If you have problems logging into the site, please contact the IT Staff @ 770-641-3720.

Login {user nama): klawrance

Password:

(Note: Credentials will be saved on this computer between sessions unless you explicitly "Log Out".]
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Done
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Once logged in you will see the Tickets screen. This screen will show a list of your current tickets. Clicking on any of the

blue hyperlinks will display more details.
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Company: CITY OF ROSWELL

User: kstest

Cirganization:

1P Address: 10.0.101.49 [Microseft Windows 71

Tickets
The K1000 Service Desk m . My Tickets =
View by: =
Advanced Search
Found & tickets
Time Open ISSUE Ticket Number | Priority | Status | Submitter | Owner
im Computer is slowlill TICK:0287 DOWHN Closed kstast Jeffrey Ives -
2m IE Error TICK:0015 Standard Closed kstest Jeffrey Ives
2m testing TICK:0101 Standard Closed kstast Kim Lawrence
om HELPH1111111 TICK:0013 DOWRN Closead kstest Jeffrey Ives
10m TEST--computer has a blue screen TICK: 0014 DOWHN Closed kstast Todd Borus
=== computer blew up! TICK: 0008 Standard Closed kstest John Broxson
About K1000 | & 2012 Dell Inc. 2012/12/03 16:12:24 o
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New Ticket

To create a new ticket click on the New button at the top of the screen.
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Company: CITY OF ROSWELL
User: kstest
Organization:

IP Address: 10.0.101.43 [Microsoft Windows 71

New Ticket
The K1000 Service Desk
ISSUE: Cannot open email attachment (required)
Impact: Service Request - No Impact -
Category: Software - DECA - (required)
L - . DECA
Priority: Standard (required) Legistar
Machine: Unassigned Adobe
g AS400 P0/721)
Submitter: [ kstest [ 68d87506fa514a4bb60 E_?RI
FileMet
I cannot open an attachment dFireHouse eived. -
FTP
Genero
Incode
Comment: Internet Browser
Java
Media Player
MISC
Munis i
. 0ssI
Attachment: PeopleTrak
RecTrac
. ! . Tokay
Session Timeout: 54 minutes Viawarp
Virus Warning
Win7
Winxe

Back to Ticksts

Ticket Notes

Title

The ticket title will appear in the
ticket list and should briefly
describe the issue.

Impact

The impact value should
indicate the degree to which this
issue affects your organization's
ability to do work.

Category

Use the category value to
indicate the general type of
issue describad by this ticket.
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Fill out the required fields to the best of your knowledge using the drop down arrows for selections to choose from.

Use the Comments section to describe the issue further.

You can even attach a print screen by using the Attachment function. The print screen would need to be saved to a

Word document before attaching.

Once you have the information in the New Ticket screen click on Save.

This will send an email to the IT staff and someone will be contacting you soon.
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