Checking the Status and Adding a
Comment to a Ticket

Steps for using the ServiceNow (SNOW) ticketing
system



Step 1: Login
e Navigate to https://www.tiffin.edu/its/help

e Click the link associated with Submit Support Ticket:
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COVID-13 UPDATE: All classes are enline modality through end of semester. Offices and departments available by email or phene. Read more details. Cive to Student Emergency Fund.

Home | Offices & Departments [ Information Technology Services | Meed Help? Contact 24/7 Support
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| Submit Support Ticket
| 5 submit a Help Desk tick

o Click link to submit an
BRI ITS support ticket
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e Enter your full TU email address and password, then click
Login
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Step 2: Checking the Ticket Status
e Once logged in, click My Lists to check ticket status
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Find Answers, Faster

Find the answers you need when you need them

Click My Lists to check ticket status
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Action Meaded
Number Short description Product Name Account Priority State Updated w

My Cases
C50212087 Test ticket Tiffin University 5- Planning Open 2020-04-17 11:15:37

My Requests
Rows1-1ofl

Click All located under My Lists column



e Click the ticket you wish to see the status for under Cases
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Adding a Comment to an Existing
Ticket

N
% Information Technology Services

Home » Ticket Form for Case ¥ Q

Test ticket

5 Student Number Priority
55 ©2amsge . Additionsl comments CS0212967 5+ Planning
Comment: This is a test ticket for testing purposes. State Account
New Tiffin University
5 Student updated
[ ©28m ago 24m ago
CS0212967 Created

To add a - Click Send to inctade
comment

Drop files here

additional comment
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Logging Out

e To logout, click your username in the upper right corner
then click Logout just below

‘ 1 -
% Information Technology Services 5 Student
H et Form for Cad -

Click username here

Test tic ket
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Important

e |f you click Close Case, THIS WILL CANCEL YOUR ITS TICKET
o Note: if you no longer need assistance, please click
Close Case. If you still need assistance DO NOT CLICK

CLOSE CASE

«— > o nr 1 bitpsyrellucianservi CE-naw. com, 2 ' fo +r < I

Information Technology Services

Case Description

Test ticket

Do not click Close
Case unless you
no longer need ‘ tscnmerts 2
assistance S




Logging Out

e To logout, click your username in the upper right corner
then click Logout just below
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Click username here
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