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Accessing the Ticketing System 1. The ticketing system can be accessed through the PSD Webpage at www.prosserschools.org and clicking on the Employee tab at the top – Tech Ticketing System will be found under this tab



2. You are then brought to a login screen that looks like this. Your Username is typically your lastnameFirstInitial and your Password is unique to you. If you do not know your password for the ticketing system you can email the tech office at: [email protected] and we will send you your password. 3. Once you have successfully logged in you will see a tab at the top called Tickets – hover over that tab and then click and select Add Ticket



4. Next you will see a screen where you will enter info that will help us with your issue – please be as descriptive as you can about your problem. You do not need to worry about the Asset ID if you cannot find it, the room number (so we can locate you) is important as well as your building which is under the Location Tab. Once you have completed this information click on New Ticket. You will not need to do anything further. Your ticket will be responded to in the order they are received. 5. Do not assign the ticket to yourself, we will not see your ticket.
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