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Summary
This document contains information about using the CA-Unicenter Customer View.  This view is limited to the current fiscal year (7-1-XX to 6-30-XX).  This document contains information for the Ticket Status view.

Access/Rights
Anyone can use the Ticket Status view.  The user must have the ticket number from the Help Desk.  Since this is view-only access to the CA-Unicenter application, the username/password information does not have to be protected like many of the other CCS applications.  

Use of View – Ticket Status View
1. Open browser.  
2. Access the IT Self Service homepage.
3. Under Quick Links, click on My Ticket Status.  The following screen will appear:
 (
To search for a specific ticket, type in the ticket number and click Go.
This box appears on ticket screens as well, so it is possible to search for additional t
ickets without returning to the main screen.
) (
Click the Log Out link in order to leave this system screen.
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4. Type in the ticket number in the Request box.  


5. Click Go.  The following screen will appear:
 (
The ticket is broken into 2 distinct sections: The top section has the summary information about the ticket including status, request area, location, Problem Summary and Description.
The bottom section (1.Activities tab) contains all the notes history for the ticket, including any attachments that were attached to the ticket.  
The Attachments Tab may contain screen captures of errors that the Help Desk copied from the computer. Press 
CTRL+click
 on the attachment to launch it.
Click on the Close Window (upper right) link to return to the main screen; OR search for another ticket in the Request box.
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Ticket Status – Ticket number does not exist
1. If you receive the following screen, it is because that ticket number does not exist.  Please call and verify the Request Number with the Help Desk at x8425.[image: ]
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3. Attachments

1-2 of 2|
Requests# Description Analyst on~ Time Spent Type
2321546 Status changed from 'Open’ to ‘Closed" ‘Thomas, Dustin 10/04/2013 10:03 pm 00:00:00 Close
2321546 create a new request/change order ‘Thomas, Dustin 10/04/2013 09:40 pm 00:22:40 Initial
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2321546 Request Detail [__profile Browser _|

Affected End User Request Area Status Priority
SCHULTZ, SUSAN D CPS.Installation.Hardware Closed 3

[~ Detail
Reported By Assignee Group Asset
Thomas, Dustin Thomas, Dustin CPS.TECHS
Severity Urgency Impact Active?

None NO

Change Charge Back ID Call Back Date/Time Root Cause

[« Summary Information

Summary Total Activity Time
Speech Therapy Supervisor - iPad delivery and configuration 00:22:40
Description

Delivered iPad to speech therapy supervisor - configured wireless, gave user basic instructions on how to use it.

‘Open Date/Time Last Modified Resolve Date/Time Close Date/Time
10/04/2013 09:40 pm 10/04/2013 10:03 pm 10/04/2013 10:03 pm 10/04/2013 10:03 pm
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