AutoTask Ticket Quick Reference Guide

1. Log on to Autotask https://clientaccess.autotask.net/default.asp?ci=3347
2. To Create a ticket

a. Click “Submit a Service Desk Ticket”

b. Reference Clinic 3 digit acronym / ticket title / detail

c. If attachment, click “Add Attachment”, “Save and Close”

i. Browse to attachment, give title 

ii. Click “Save and Close”

3. To Review/Add note/Add Attachment to existing ticket

a. Click “Search Service Desk Tickets”

b. Right click on ticket number and select option

4. Run report on tickets

a. Click ‘+’ next to “Service Desk Tickets” at right of main screen under COEMR logo

b. Click “Service Desk Ticket Detail”

c. Put in search criteria, click “Generate”, “Print”
