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Step 4: Select the device that needs a ticket
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@ Andre Dominguez Dell Latitude 3160 ‘ Dell Latitude 3160 - Display > Screen cracked /
‘ i o s

@ Armstrong Elementary 336860 (© Updated: 4 days ago
Find the student's name that needs + SUBMIT TICKET
help with their device.
‘ Dell Latitude 3160 - Display > Screen cracked /

@ Brycen Finch Dell Latitude 3160
© 472858 broken
® Magnet School for Technology 35356786 © Qpdlateck 17 deys ago
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Click on "submit ticket" next to the
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‘ © 473749 © Garfield Middle
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Step 5: Create a ticket, describe the issue, and submit

[Ie——

= I 1 IS i
(R incidentiQ. Tickets Assets kb ((HNEWTICKET StatusBoard (1) Q Search (D Help £ Tl Temporary Teacher1 -

Temporary Teacher! District Office

Choose an issue from
the choices given or select
"issue not listed"

Select an issue category

Seiect an IssUecategory Type yOl.lr issue in the "SearCh"
Charge box and select a choice from the
e SearchResuts search results

> Accessories = Application / Operating

[y Battery loses charge quickly [ Damaged charger [y Wont charge
2> Hardware Damage 22 Keyboard Trackpad / Mouse
= B> sound

Location/Room Detail * )
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Take a screenshot and upload
if it will help explain the issue
Shift + Command + 3

All information with a * must be completed before clicking
on submit ticket on the bottom right hand corner of the
screen

Step 6: Check the status of tickets
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