VIZOR ServiceDesk Module

Manually Assign a Ticket

1. Go to your homepage

2. Click the Help Desk Incidents & Problem Link

Quick Links

Locations
View and manage locations

¢

My Approvals & Actions

Manage my Vizor Approvals & Actions

N

A

Agreements & Purchases

View and manage all agreements, maintenance contracts, purchases
and invoices

Roles & Policies

View and manage departments, teams, jobs and projects and role-
based asset provisioning policies

Help Desk Incidents & Problems
Manage help desk incidents throughout their support life cycle

Approve Change Requests
" View change requests which require your approval

ON 23

~ Vendors and Suppliers
¥ \iew and manage Vendors and Suppliers

3. Find the ticket you want to assign by using a query or typing in the search bar

4. Open the ticket and locate the Owner field.

Overview Detail Activity Related Issues Resolution SLA

Ticket Type: Incident
Contact: |3 Robert Green
Progress:

| In Progress

Service Type: |Hardware

Owner: |a <None>
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5. Start typing the name of the person you want to assign the ticket to or search the

directory by clicking the “..." button

ervice Hardware E]

Owner: £
p x [
Priority: hi Employee User email@yourcompany Employee E]
Help Desk Analyst email@yourcompany User

Summary: M{ Perseus Lowa Jackson  pjackson@yourcompany Employee
Description: |
Computer: 5 D @ ragelofil(3matches) @ @D E]

6. Click on the person you want to assign it to and press OK at the bottom right of
the screen

7. The ticket is now assigned

8. If you cannot find an employee in list you can add them manually by pressing the
"..." button next to the field

9. In the new window, press Add New to add the new employee, fill out the

necessary fields and press Finish to add the employee to the directory

Can't find it in the list?

Add New

10. Double click the new employee’s name, click OK. The ticket will be assigned

Note: After setting up your own rules, assigning tickets can be done automatically in
VIZOR. You can assign them by priority, service type and even a team within your

department.
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