How to create a Support Ticket for WITS help:

1. Click on Add New Support Ticket
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2. Fillin all highlighted areas (be very detailed in information given). If it is a client specific
problem, click the search icon (magnifying glass) next to client name and a client list will be
populated for you to select the client name. Make sure to add the exact steps to reproduce the
error message. Click on the SAVE button.
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3. Add any attachment of screen shots by clicking on the browse button to locate them and click
add. Click Save and Submit to WITS Admin.
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To create a screenshot, hold the function (Fn) key and click the F11 button on laptop. On a keyboard
connected to a desktop, hold the Ctrl button and click the Print Screen key at the top of the keyboard
by the function keys. Open a word document and hold the CTRL button and click “v”. This will paste the
screen shot into the word document. Save the document in a location that you will be able to find when
you browse for the attachment.

Once your support ticket has been received, you will still be able to go in and add additional information
and the support team will get an email that you have updated your ticket.

We will work to resolve your ticket in a timely manner and may request additional information. You will
be notified via a WITS alert as information is added or when your ticket has been resolved.

Thanks!



