User Guide – Estate and Facilities Management Helpdesk

To log a Ticket on the Helpdesk via Invida

· Enter the link below to access Invida from your work PC or mobile phone: 

[image: ]Select ‘Single Sign On’ to access Invida.
 


[image: ]To log a new Ticket, select ‘Create New Ticket’ on the Home Page.


[image: ]Select ‘Service Request’


[image: ]Enter a brief description of your request.
Enter any additional details – please provide as much detail as possible so the Helpdesk can handle your query at the first point of contact and assign your request to the appropriate Contractor or Team.
Select ‘Next’.



Select ‘Next’.



[image: ]Select ‘Add photo / attachment’, if applicable, from your PC or mobile phone.
Select ‘Next’.
You can also skip this section by selecting ‘Next’. 



[image: ]Enter a ‘Barcode / QR Code’, if applicable.
Select ‘Next’.
You can also skip this section by selecting ‘Next’. 



[image: ]Enter the name of the relevant building or select the building from the list.
Select ‘Next’.


[image: ]Enter:
· Room Name / Number
· Area
· Floor
Select ‘Next’.


[image: ]Your Ticket is now logged with the Helpdesk!
You will receive a unique Ticket Number.
Select ‘Continue’ to return to the Home Page.




To View Your Ticket and Ticket History


[image: ]Select ‘View Tickets’ on the Home Page to view your ticket history and status of your tickets.


Example:
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Raise a new Ticket

% Service Request





image4.png
details

Brief description of the request/problem

Light out at Redmonds Building

Any additional details you think we should know

Lightbulb (strip light) but in Reception at Redmonds Building
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attach

Do you wish to add a photograph/attachment? Photographs help our
team determine the most appropriate course of action more quickly
and can lead to a faster resolution of your problem

<+ Add photo/attachment
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scan

Is there are a Barcode/QR Code label on the affected equipment? If
you are able to type or scan the barcode, this can help us more
quickly send the correct person to address issues/problems.

Barcode/QR Code

If you do not have a Barcode or QR Code, leave this box empty and click Next
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Choose the area/building affected from the list below
Search Redmonds

Mount Pleasant Campus

@ 72600 : Redmonds Building
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Please enter the room name/number related to your request or
reported problem

Reception Area - Ground Floor|
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You have successfully logged ticket
SRTK255

You can view and track your ticket in the 'View Tickets' section
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Maintenance > Breakdown

SRTK255 : Light out at Redmonds Building [ In Review |

Mount Pleasant Campus > 72600 : Redmonds Building
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