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osTicket: Creating and Submitting a Ticket

Please complete the following steps to successfully create and submit a new ticket in osTicket.

1. Go to http://support.ncvps.org.

2. Select Open a New Ticket.
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9 Open a New Ticket
Check Ticket Status

Welcome to NCVPS Support

To streamline support requests and better serve you, we utilize a support ticket system.
Every support request is assigned a unique ticket number which you can use to track

the progress and responses online. A valid email address is required to submit a ticket.
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3. Fill in the required information. Required information is marked with a red asterisk * and
includes the following:
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Email Address
i.  Please use your school-issued email address if you have one.
Full Name
Help Topic
Subject
Student or Staff ID Number
Student First Name
Student Last Name
School Name
i.  Please provide the full school name. Do not use acronyms.
School District
i.  Please provide the full district name. Do not use acronyms.
Priority Level
Description of Why You Are Submitting a Ticket
i.  Please be as detailed as possible.
ii.  Providing screenshots and/or links will expedite the resolution of your ticket.

4. Select Create Ticket.


http://support.ncvps.org
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Open a New Ticket

Please fill in the form below to open a new ticket.

Contact Information

Email Address *
[01 23456789@pitt.k12.nc.us

@
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Full Name *
[Evelyn Michaels

Phone Number

] Ext: [ ]

Help Topic

v|~° (’f

General Inqui
quiry

Submit a Request

Please use the fields provided below to complete your ticket. An email will be sent t
to, and completed.

Subject *

[I cannot access my class

Student or Staff ID Number *
0123456789

Student First Name *

Evelyn o
Student Last Name *

(5 )
School Name *
[DH Conley High School o

School District *

Pitt

Course Name
Math4Sec05Sum24

Priority level *
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all changes saved

@® Drop files here or choose them

o [ Create Ticket ] Reset H Cancel l

| can see my summer class on my dashboard, but it is grayed out and | cannot click on the link to enter the
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5. After selecting Create Ticket, a confirmation page will appear as shown below. See

osTicket: Checking the Status of a Ticket for information on how to check the status of

your ticket.
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‘ () Support ticket request created

Evelyn Michaels,

Thank you for contacting us.

A support ticket has been created and an NCVPS Support Team member will be getting back to you shortly. A confirmation has
been sent to the email address provided in the ticket. Please check your spam folder if you do not see it in your inbox.

NCVPS Support Team

****Note: the confirmation email will come from the email address support@ncpublicschools.gov
with the subject line, Support Ticket Opened [#xxxxxx] where xxxxxx is your ticket number.
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