VIZOR ServiceDesk Module

Send Emails from your Helpdesk

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

e

‘-Hf 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
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Vendors and Suppliers
¥ \iew and manage Vendors and Suppliers

3. Go to the top right corner and press on the Emails icon
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4. In this window, you'll see your email inbox. Click the New Email button at the

right corner to start creating an email

Search

Refresh

New Email...

5. Clickon £ icon nextto the To field to search for the people you want to

email
To:
Co
B
From: itmanager{@yourcompany
Subject:
Attachments:
HE| @& B I U ek %X, x*

[ Send e-mail to each recipient individually
M save to Queue
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W] HTML in Body

£
£

Templates Macros

Current Issue (HTML)
Issue Closed Motification (HTML

Apply the selected tamplate.
Apply

] Add = new template,

“Add

Edit the selectad template,
Edit

Delste the s=lect=d
Delete  template.

Send E-mail Cancel



6. Add any attachments by clicking the @J icon next to the Attachments field
7. Write a message in the body of the email or select a template from the list on the

right side and press Apply the selected template to add in the email

Note: Create a template to easily send out repetitive emails

=] Apply the selected template,

&dd =z new template.

A
T Edit the selectad template.
Euit

. Delete the selectad
Delet  template.

8. Press Send once you've completed it. The email will show up in your inbox

Note: Attach an email to your VIZOR solution. An example can be your IT Support email
address and then eliminate the need to use your email program and work directly out of

VIZOR. This is done in the admin area of your solution

Also Note that you can send an email directly from a ticket
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