
Toolbar

Once you have submitted your ticket, you will receive an email with your ticket number and information. On 
the Hub, you will then see the option to ‘Go to my Open Tickets’. 

Selecting this will take you to your ticket log. You can also access this in the left toolbar under ‘Tickets’.

You will see a history of your tickets including the date and time created. If you click on the ticket name, this 
will take you into a more detailed overview of your ticket. In the detailed ticket view, you will be able to see 
the full details of your ticket including:

User Guide

To create a new ticket, make sure you are on 
the ‘Contact Support’ tab in the toolbar, then 
select the ‘Create a New Ticket’ button.

This will take you to a series of request types 
with questions designed to help our technicians 
understand your issue.

Select your request type and complete the 
questionnaire, or hit the ‘Something else’ 
button if your issue does not match the 
pre-selected options.

Once your ticket is resolved and closed, you can view it in the ‘Tickets’ tab in the left toolbar. 

If you open the detailed view of a closed ticket, there is an option to reopen the ticket within 30 days. 

Select the ‘Open tickets’ 
drop menu

Then either choose to view your 
‘Closed tickets’ or ‘Open and 
closed tickets’

The technician in our team 
that your ticket is assigned to

The ticket priority

Progress of 
the ticket

Ticket number (this is 
useful if you need to 
call us about the ticket)

Replies from your 
technician (these will 
also be emailed to you)

If your technician responds to your ticket to ask further questions, you can 
reply directly to them using the reply function. You can also attach �les, take 
a screenshot or if your issue is resolved, close the ticket.
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