How to Get IT Support -

Step 1

Locate the green “VN” agent icon in your system tray.
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Step 2

Right-click the ‘VN’ icon to reveal a menu, and then Left-click on
‘Create Service Ticket'.
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If the 'VN' agent icon does not exist,
click on the arrow to reveal it.
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How to Get IT Support -

Step 3
A ‘Create Service Ticket’ window will appear.

a) Enter a descriptive Subject
fig. 1 fig. 2 fig. 3

b) In the body, please include
vn Whate Service Ticket any information to help the
Send @ Cancel A lmpottance - | 0B Attach Screenshat technician resolve your issue.
F“’T':‘Hem = This message is secure so
cc: | that you may include
Subaect:|Morveo Teaneia Crsting information such as

Occasionally, while working in our accounting software, Teams will become

unresponsive when | share afile. Teams crashes after a few moments, and | have to u Se rn a m es a n d paSSWO rd S .

relaunch it.

| will leave for lunch at 12:15 PM. A technician may have access to the PC then.
Otherwise. let’s schedule another time

if you need to contact me, please call our main line and ask for Mike in the Accounting
Department.

Tk you. There are three buttons
= e along the top of this window
that will help you get your

issue resolved in a more timely manner:

Send: Click this button to send the Service ticket to Velocity Network.
fig. 1

Importance: use this drop-down menu to set an importance level.
Normal is the default setting. Let us know how critical the issue is to
schedule a technician promptly. fig. 2

Attach Screenshot: A picture is worth a thousand words. Click this
button, and a screenshot of your screen will automatically be attached
to the ticket. This can help the technician get a head start and save
you from describing an error message or describing something you
are experiencing. fig. 3
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