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IT Services Guide: How to raise a ticket

Click on ‘New Ticket’ FIX'T CENTRE
W S @ %
CKET CKEI® »edrch rAll Prererences
new ficket Ensure your contact details are correct in SRS Web
o (Students) or My HR (staff)
An update on the progress of this ticket will be
you by telephone. Please ensure your contact
ffwe iy 1o contactyou and do ot receive ares|  O€IECL your location from the drop down menu
R ds, The FixIT Centre, Uni ity of West
sosies, e e TR OER Add a room number and alternate phone number.
Location: [ =] | This will ensure that we know where the problem is
Room No.: | ‘ and that we can contact you if required.
Alt. Phone: I
Category: I_ LI
- Enter subject details
Subject | +—]
Flease describe your IT issue clearly below, and include any error messages or symptoms if applicable
(attaching a screenshot may help us).
Text H{ P [ = s= | Enter a detailed description of your issue or request
= Format - | Fant . . . .
The more information you provide will help us to deal
with your ticket effectively and efficiently.
4_
Add an attachment. If you wish you can add any error
messages or files that are relevant to the issue or
request.
When all the details are complete, click the submit
button located at the bottom right of the screen.
Attachrnent: Browse .. I Attach I /
Submit |
You can view the tickets you have raised via: My Tickets
If you have multiple tickets you can search via: Search C %

The FAQs will be updated regularly. View the full list of frequently @
asked questions via: FAQs FAQ

You can adjust your view in ‘My Tickets'. You can choose the
amount of tickets shown on a page, and you can choose whether

you wish to view closed tickets via: Preferences

Alternatively please call the FixIT Centre on extension 5488 or +44 (0)20 7915 5488






