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Step 5: Type a subject in the Subject field

Step 6: Type specific information that will help define the issue in more detail in the
Request Detail field

Step 7: Type the exact name of your District. Please do not use the short name or
nickname of your district.

Step 8: Type the exact name of your school. Please do not use the short name or nickname
of your school building.

Step 9: Type your IVS Course Name in the Course Name field

Step 10 (Optional) : Add an attachment if it relates to the issue. You may consider taking a
screen shot of the issue (e.g. error message) and adding it the help request for the IVS tech
team to better assist you.

Step 11: Click the "Save" button
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Step 12: Receive your ticket
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Thank You!

confirmation and number.

A second confirmation was sent to
the email address associated with
your IVS student account

Your ticket number is 117.
You can use the History button above to check the status of your ticket

An email confirmation is on its way to ivsparticipant@yahoo.com.
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Step 13: Click the "Logout” button
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OPTION A
Step la: Open your Email program
(e.g. Yahoo Mail, Google Mail)
Step 2a: Open the Email from IVS
Help Desk with "Ticket Number
Open" in the Subject

Step 3a: Click the Ticket No. link in
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OPTION B
Step 1b: Type
http://helpdesk.ilvirtual.org into your
web browser

Step 2b: Login using your IVS
Credentials (User Name and Password)

Step 3b: Clicklfhe "History" button

Step 4a: Login using your IVS
Credentials
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OPTION A and B will
bring you to the "History."

All tickets are listed in
the Ticket History. Click
on the Ticket No. link
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to open the ticket to
see more details.

Ticket llo. Status Al ~ Contains Cear ) [ Searc
No.v  Date Updated  Status  Request Detail Survey
2210 220 Open Test Ticket for School Guide: One of my students wilnot be takng the requested course, 1do not &
2010 Cosed Test Ticket for Help Guide: This is not & rea ket Justfesting the system
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your ticket.

When the Ticket is opened, you can view the status of the ticket, view notes that
describe steps taken by the Tech Team OR steps you need to take to resolve the
issue, add your own note, or cancel the ticket. Be sure to save any changes you make to

You can continue to track your ticket in the "History.” When the ticket status states
"Closed" or "Resolved”, the issue has been addressed.
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