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Creating a ticket in AutoTask

1. Log in to AutoTask

a. https://clientaccess.autotask.net/default.asp?ci=3347
b. Save this URL to your favorites for easy access in future
2. Create Ticket
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3. Work with existing ticket
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a. Look at detail of notes on ticket

b. Add a note to existing ticket
c. Add attachment to existing ticket
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4. Run report on tickets
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If additional training needed please watch video on 

COEMR Website under Customer/Training
Attachment 1a

Allowing pop-ups through your internet web browser

A number of you have said that the add attachment functionality does not seem to work.  The issue has been that when you create a ticket, and check the "Add Attachment" box, when you click on the "Save & Close" button at the top, another window to attach the file with does not come up correctly.
 

There are two options for making this work.  

The first option is on a ticket-by-ticket basis, and should be tried one time to make sure it is truly a popup blocker that is stopping it.  The second option is how to allow the popup to come up correctly when you use Internet Explorer 6 or 7.  If you use a third-party application to block your popups, you will need to make the changes to that application as well.
 

When a client creates a new service ticket, and they check the box to add an attachment, they then need to hold down the Ctrl button and click on the "Save & Close' button at the top.  This will then allow the attachment window to come up.  If the window does come up, then a popup blocker was stopping it from coming up.  If it does not come up, then there are additional issues preventing it from showing correctly.
 

To always make the window come up, go into the settings for Internet Explorer and allow popups from clientaccess.autotask.net.  This is done by going into Internet Explorer.  Then go into Tools > Internet Options.  Click on the Privacy tab.  Under the Pop-up blocker section, click on Settings and then add "clientaccess.autotask.net" to the addresses that are allowed.
 

Once those settings are saved, everything should work correctly from then on.  If you continue to have problems, or if you have questions, please give us a call and we can walk you through the process, 541-585-2598.

Provided by the technical staff of COEMR

Remember to click “Add Attachment” for screen shots being sent.








