
Helpdesk User Guide

How to submit a ticket
 1. Go to http://helpdesk.cityofflint.com
 2. Login using your Windows username/password

 3. Select “Submit a Ticket”

http://helpdesk.cityofflint.com/


 4. Select a category which your issue falls under

 5. Select the type of issue you are having

Choose OneChoose One

Choose One



 6. Fill out your information
 a) Fill in your contact information, select your priority, and select if the ticket is for 

another user

 b) (optional) fill in Alternate/Other User contact information

 c) Provide hardware information if possible



 7. Enter a descriptive subject and description

 8. Browse the Knowledgebase articles to see if they can resolve your issue first

 9. (optional) Attach files which may help the technician troubleshoot the issue



 10. Submit & Done!



How to view and update the status of your tickets
 1. Go to http://helpdesk.cityofflint.com
 2. Login using your Windows username/password

 3. Select “My Tickets”

http://helpdesk.cityofflint.com/


 4. Select which ticket to View



 5. Review and update the ticket



Type your update in the reply box, add additional files if needed and press send to update the 
technician.



How to search the knowledgebase
 6. Go to http://helpdesk.cityofflint.com
 7. Login using your Windows username/password

 8. Type in what you would like to search for in the large search box at the top of the 
page and select search

http://helpdesk.cityofflint.com/


 9. Select your article or ticket from the list

 10. View the article or ticket


