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How to manage your tickets in Portal
Whether you need to speak with Billing, Sales, or Support, Portal can be a great way to create or review your support requests. Instead of calling in, you 
have the option to   submit a ticket  in Portal, our client account management system, and we will aim to respond as quickly as we possibly can. Portal can 
make reviewing current and past requests much easier than you may find going through your old emails, and it can be used to send information more 
securely than could be done with a plain text email.

Step-by-step guides

How to submit a new ticket:

Log in to  Portal . 
Next, click on "Submit New Ticket" on the right side of your screen beneath the heading "Support Summary." 

A new form will be opened that you can use to create a new ticket.

https://portal.viviotech.net/
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If you have multiple contacts on your account you can select the appropriate one, then you can enter any addresses you wish to be cc'd, a 
subject, and your message or request. All required forms will be marked with a red asterisk. 
The form will default to sending the ticket to the Support department, but as shown in the image above, you can select other departments as 
necessary. We highly encourage you to select the appropriate department for your ticket to ensure a rapid response.
If your question relates to a specific service, we highly recommend that you select that via the service field. This will save our staff time when 
reviewing your request.
If you have any screenshots or other documents that need to be attached to the ticket, you can include them via the attachments section of the 
form.
When you have completed the form, just click the 'Send' button to complete the process.

 

How to review or edit an existing ticket:

 To check on the status of an existing ticket, or follow up on it,   simply go click on "View Open Tickets" next to the "Submit New Ticket" button.
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You will now be able to see all your currently open tickets and their critical information such as when they were opened, last updated, which 
department they are in and so on. 

From the ticket list, you can open one of the listed tickets, or filter the list via the view drop down at the top right if you wish to review closed 
 tickets as well.

When you click on a particular ticket, you can respond or add information by clicking the 'Post a Followup', 'Reply', or 'Reply and Quote' links. You 
can also link related tickets via 'Link'.
If you click the edit link, you will be presented with a similar form to what you saw when initially creating the ticket, with those options that are 
already a part of the ticket such as the subject and department removed.

We hope that you have found this article helpful. Need more help? Check our other articles or contact our staff via , , or .email phone web chat

Related articles

Accepted Payment Methods
How to add or manage a credit card on file
How to add two-factor authentication to your Vivio Portal account
How to access your Shared Hosting account for the first time
How to Reduce Your Backup Usage in R1Soft

Don't want to log in to create a ticket? Just email the appropriate department and a ticket will be opened automatically. If you send the email 
from an address associated with you account the ticket will automatically be associated with your account.

mailto:support@viviotech.net
tel:18774484846
https://chat.viviotech.net
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