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Sharing a Ticket

Step 1: Log in our Self-Service Portal

Log in to Quad Infotech Support

bob@xyz.c0m| |

Next

MNeed an account? Sign up

Step 2: Select the appropriate option for your
needs and complete the details of the ticket

Quad Infotech Support / Customer Care

Customer Care

Welcome! You can raise a Customer Care request from the options provided.

Y Contact us about

Support
Incident/Technical Support

Service Request
Access Request, Data Changes, Data Setup/Tiata Conversion, Report Requests, Training Request,

General Inquiry
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Step 3: You can choose to Share your ticket
by selecting the appropriate organization or
keep the ticket private.

IT/Incident Ticket Number

Responsibility *

Share with *

& Share with Test Organizati.. ~

€ Share with Test Organization

8 Noone

Step 4: Click Send to submit your ticket

IT/Incident Ticket Number

Responsibility

Share with”

& Share with Test Organizati... v
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Step 5: You can also Share your ticket after
you’ve submitted. Click on ‘+ Share’.

Quad Infotech Support / Customer Care / €C-16022

access request

Status.
bob@xyz.com raised this on Today 5:42 PM Hide details 1N PROGRESS

Name and Contact Number
4 Canceled

bob 321-654-0987

Email Request type

iy F& incident/Technical Support
Observation S

Inquiry bob@xyz.com

Location of Steel Mill -

QUAD

Priority

Low

Is the issue affecting production?
No

Wil

Step 6: Enter the email address of the user
that you would like to share the ticket with. ED

Quad Infotech Support / Customer Care / CC-16022

Note: Only users who have Jira accounts and SEECT PEE
are part of the same organization as the - =
ab@xyz.com raised this on Today 542 PM Hide details 1N PROGRESS
reporter will be available for selection. ——— .
bob 321-654-0987 =
Email Request type
You can create a new user account using the e beilohcickifgat
. Observation Shared with
link below inuiy i
ocation of Steel Mill Froat
Create a Account - syzgmaicon
Pricrity i S

Low

Is the issue affecting production?
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Step 7: An email notification will also sent be
to the user to view the ticket.

Click on ‘view request’ to view the status of
the ticket.

CC-16116 test please ignore
Customer Care 3 2 & S
Fri 10/22/2021 12:11 AM
To: G
Just confirming that we got your request. We're on it.

:

Turn off this request's notifications
This is shared with Test Organization and sandya babu

Quad Infotech Help Desk

Thank you! | ‘ Thank you so much! ‘ Great, thanks!

[ Are the suggestions above helpful? Yes No

Reply Forward

Step 8: Notification alerts of shared request
can be turned off using “Turn off this
Request’s notifications”

CC-16116 test please ignore

Customer Care ;W B S %
Fri 10/22/2021 12:11 AM
To: D

Just confirming that we got your request. We're on it.

View request -

Turn off this request's notifications|

This is shared with Test Organization and sandya babu.

Quad Infotech Help Desk

’ Thank you! ‘ ’ Thank you so much! ‘ Great, thanks!

[0 Are the suggestions above helpful? Yes No

Reply Forward




