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1. CREATING A NEW INCIDENT USING THE SELF SERVICE PORTAL

1.1 From the homepage select Something Broken? : 

1.2 You will see the page below: 

If you are logging an Incident on behalf of someone else enter their details in the 
“Logged on behalf of:” box. (you can search by name or login ID) 
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1.3 Enter a Summary, Description and/or attachments, when logging an Incident 
you can paste in screenshots/emails etc directly into the description box: 

1.4 To add an attachment, select Attach, then browse to the file and click Open: 
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The file is now attached: 

1.5 Click Save and log this ticket to log the ticket. 

1.6 You will receive a message as below confirming the Incident has been logged: 
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2. VIEWING AND UPDATING A LOGGED INCIDENT

2.1 From the homepage click My Tickets: 

2.2 Select the Incident that you want to view or update: 

2.3 The Incident will show any notes that have been added by NUIT and allow you to 
enter notes or attachments. (The example shows that NUIT have requested 
further info.) 
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2.4 You can “Respond to Information Request” by clicking on the option, entering the 
“Back from Customer reason and clicking OK: 

2.5 Clicking Save updates the Incident: 
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3. CLOSING AN INCIDENT

This allows you to close an incident, for example if they have resolved the issue
themselves.

3.1 From the homepage click My Tickets: 

3.2 Select the Incident that you wish to close: 
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3.3 This shows the page below: 

3.4 Click on Mark ticket as complete: 
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3.5  This closes/resolves the Incident: 
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