Sending Tickets for Computer Problems

1. Double click on Internet Explorer
2. In the address bar type http://login.bigwebapps.com
3. In ‘email’ box type in your email address (example: firstname_lastname@ecboe.org
4. In ‘password’ box, type: password
5. Click the first orange button on the left labeled ‘Create New Ticket’
**********    OR **************

6. Click “Make myself user of this ticket”
7. In ‘Class’ box, select the type of problem you are having.
8. In ‘Technician’ box, select Kilgo, Farrah
9. In ‘Fixed asset number’ box type in the number written in black on your computer
10. In ‘subject’ box type a brief description of your problem, (example: speakers don’t work)

11. In ‘Text’ box type details about the problem, (example: The speakers are plugged in to the computer, but they still won’t work)

12. Click ‘Save and close’
