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Employee Portal

The Employee Portal is your best way to create Tickets, Requests, or Work Orders, view Tickets,
Requests, or Work Orders and Search Knowledge Base articles. The Employee Portal home page is as
shown below:
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Submit Ticket, Request, or Work Order

From the Employee Portal you can create Tickets, Requests, or Work Orders using the ‘Submit New Ticket’
button on the Home page.
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Tickets - New Item X

Save X Cancel [ Attach File

Requester Details

|

Requester® Admin Account x

Requester Email | crowcanyon@crowcanyon365.com |
Requester Phone | 707 746-5272 |
Requester Department | IT !
Title* i |
Priority Normal v
Category {None) v
Issue Type (None) v
Description
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View My Tickets, Requests or Work Orders

View My Tickets, Requests, or Work Orders will display all the tickets in the list as shown below. By default
this shows all tickets that the logged in user has submitted.
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View Submitted Tickets

This page shows your submitted Tickets, For sorting and filtering options, please click on small down arrow in column
titles.

Selact View: | Open Tickets

Actions Title: i | Caseld L lssueType 1 Recquester i Reguest Status i Assigned Staff

D & e IT Ticket 214 Dialin Madmin Accaurt Unassigned

)| e Tickel 21 Brawese Adimin Account Unassigned
IT Help Desk Ticket ’ laprap Admin Account Unassignar
Custorr Werkflow B Dieskiap Admin Account Unassigned
Mew Tickel 2 Distribution List Admin Account Unassigned
IT Help Desk i Irvalid email addeess Admin Account Assigned Aclrnin Aecount
Mews Ticket Torgat Password A Account Unassigned

Mew Ticket 5 Cell Phane Admen Account Unaszigned

Search Knowledge Base

You can search a repository of articles specific to your organization by clicking on the Knowledge Base link,
and then entering your search term in the provided search box.
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Search KB Articles

i this page you can search the Help Desk Knowledge Base articles for common issues
faced by users. Simply enter a few key words about your issue and click search ican.
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Blue Screen Of Death

Top Rated Articles

Articles by Category

Calendar (1) = Email (2]
Hardware Problem (2) ¥ Hardware Request (2)
Internat (3} Metwork [2) ¥

Frinting {21 Remote Access (1)

Quick Tickets, Requests, or Work Orders

Quick Tickets, Requests, or Work Orders is to provide quick way to create tickets with the specified Category
and/or Issue Type. These may also be links out to other forms, resources, or web pages.



Quick Tickets

Select from below to start the request process
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For example, click on ‘Hardware Request’ tile in Quick Tickets, Requests, or Work Orders and you can see that

the Category and Issue Type gets populated automatically in the submit form.



Tickets - New Item

Save X Cancel [ Attach File

Requester Details A
Requester” Admin Account x
Requester Email | crowcanyon@crowcanyon365.com |
Requester Phone | 707 746-5272 |
Requester Department | IT |

Ticket Details

|

Title* | |

Priority Normal v

Category Hardware Request v

Issue Type (None) v
Notifications

Notifications can be advisories and important information provided by your back end team

Notifications

WY Help Desk Walk-Through April 8th
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® Remote Working - Policies and Procedures

Quick Links

Quick Links are typically links connecting you to commonly used resources for your organization.




Quick Links

Use the following links to quickly navigate to frequently used items

Computer Software >

Types of software, Domain of use

Virtual Private Network (VPN) 5

Type, Security mechanisms, Routing

Computer Hardware >
Types, Architecture

Hardware Printer 5
Technology, Types
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