Creating a Ticket

1. Creating a ticket is simple. At your dashboard you will see this button below "Create Ticket"

o Create New Ticket

Create a new ticket for any support issue or request that needs to be addressed.

2. Fill up all the information needed on the form.

Create New Ticket X

Assistance For

Select Assistance For w

Company

Select Company W

Priority Level

Select Priority Level W

Ticket Title

Enter ticket title...

Issue Description

Accurately describe the issue you're facing or the assistance you need. Your ticket may be
canceled due to insufficient information.

Please include relevant supporting screenshots or video with your request. (Optional)

Choose File  No file chosen

You can upload up to 5 files simultaneously. Allowed types: JPG, JPEG, PNG, GIF, JFIF, MP4, PDF, DOC, XLS.
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3. Then hit submit ticket or cancel if you wish not to proceed.

Submit Ticket

4. You will received a confirmation email of the success ticket creation and a Ticket number then
kindly wait for the IT Team to accept your ticket.
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