Initial creation of ticket – Documents visible as Copy of Complaint and Copy of Acknowledgment
[image: ]
Adding Triage form to ticket
[image: ]



Editing ticket to add Triage details – documents have disappeared
[image: ]


Ticket with document added via internal note – documents persist
[image: ]


[bookmark: _GoBack]
image1.png
< Ticket #000070
Other

Open
Normal

Area 1 Complaints
2710172017 11:15 am

Assigned To: ~ Chris Campbell
SLAPlan:  Default SLA
DueDate:  03/02/2017 12:00 am

Complaint Details

Date Received 27012017
Curtent Case Stage: Not Applicable
Copy of Complaint test doc txt

Copy of Acknowledgement: test doc tt
Complaint Stage: Stage 1 - Team

w|[e][=]-][a]-][e][a

Source:

Help Topi
Last Message:
Last Response:

& Chris Campbell (1)
complaint tracker@cica. gsi gov.uk
Phone

Area 1 Complaint
2710172017 11:15 am




image2.png
Iy Manage Forms ®

Sort the forms on this ticket by click and dragging on them. Use the box below the forms list to
add new forms to the ticket.

Complaint Details

=Triage
+ [Addatom

Resst Save Change:





image3.png
Update Ticket #000070

User Information: Currently selected user

User & Chris Campbell <complaint tracker@cica gsi gov uk> |  Change
Ticket Information: Due dte overrides SLA's grace period.

Ticket Source: Fhone 2N

Help Topi Area 1 Complaint 2N

SLAPlan Default SLA (48 hours - Active) +

Due Date: 03022017 (= [1200am v | Time is based on your time zone (Europe/London)

Complaint Details: B
Please Describe The Complaint

Date Received: (27012017 J=

Complaint Type: Other Oy

Priority Level Normal v

Current Case Stage: | NotApplicable v |*
Ref Year: ( )
Ref Number: ( )

Date of Case —— g
Application: ||

Mictim Name: [ Name )
Victim DoB; ( =

Copy of Complaint: ® Drop files here or choose them

Copy of
. © Drop files here or choose them

Complaint Stage: Stage 1 -Team 2

Triage: @s
Add information to detail triage

TRIAGE

Date of Triage: (

Type of Contact: —Select— v |+
Action Taken:





image4.png
< Ticket #000071

Other
Status: Open
Priority: Nomal

Department:  Area 1 Complaints
Create Date:  27/01/2017 11:21 am

Assigned To: ~ Chris Campbell
SLAPlan:  Default SLA
DueDate:  03/02/2017 12:00 am

27012017
Not Applicable
test doc txt
test doc txt
Stage 1 - Team

| Ticket hread (2) | Tasks

w|[e][=]-][a]-][e][a

Source:

Help Topic:
Last Message:
Last Response:

& Chris Campbell (1)
complaint tracker@cica. gsi gov.uk
Phone

Area 1 Complaint
2710172017 11:21 am

‘ Chris Campbell posted 24 seconds ago

asdfasf

7 Created by [l Chris Campbell 24 seconds ago

¢ [l Chris Campbell claimed this 24 seconds ago

. :

asdfasdf

Campbell posted 4 seconds ago  Copy of complaint

£ test docixt 8 byes





