€ Tower piGITAL

Client Access Portal
The Client Access Portal is the best way to contact us regarding any technical issues that you have, keep track
of your ticket history, and view any knowledgebase articles related to your company.
Steps for using Client Access Portal
l. Log into the Client Access Portal
Il Creating New Service Tickets
Il View Knowledgebase articles

I. Log into the Client Access Portal
1. Once you are set up you will receive an email regarding your account information. If you do not receive an email

or if you have misplaced your password send us an email to support@towerdigital.us

2. Once you receive your log in via email, click on the link:
https://www.autotask.net/ClientPortal/Login.aspx?ci=4484
Use the credential provided in your welcome email.

(Note: You must manually type in your password. Cut and paste is not accepted)
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3. After you login the screen will look like this:

Tower Digital Hello John Bivol Edit Profile | Change Password B logout | (@ Help

Service ts Projects Knowledgebase

Mew Service Ticket 3

Announcement: Welcome to the new Client Access Portal [More]

My Tickets Recently Completed Tickets Ticket Search

E Print or Export Show |25 [=] Records
0 tickets where..,
TICKET STATUS CREATEDATE

There are no tickets to display
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Il. Creating New Service Tickets
In your Tower Digital Client Access Portal go to New Service Ticket

Service Request Ticket
E?f.f EEE.E:‘"T Close ﬁ: eand Greate Men gCancel
Request Type ® Priarity *
(Select) =] (Select) =
Ticket Title *

Description *

Follow-On Questions

Contact Information
Ticket Contact * Email Address Phone
Bivol, John El ibivol@towerdigital.us 972 296-7200
Request Type - Select the Request type that you write us about
Priority - Select the priority of your ticket
Please read carefully the meaning of each one:
Critical - Failure and hardware affecting all users
High -Work for multiple users has stopped
Medium - Work for one user has stopped
Low - Arequest or an issue that does not involve work stoppage
Ticket Title - Name the ticket according to your request
Description - Please write a brief description of your request. If it’s a technical issue write a

description of the problem
If you select Technical support you’ll have 2 follow-on questions
1. Which system or piece of software has the issue? Let us know where the problem is
2. Best way to contact you (phone or email)? Let us know the best way to contact you. If it’s
by phone let us know the best phone number to reach you

Ticket Contact Select the person to be contacted regarding this ticket
After you complete the ticket click save, and we will have your request in our system!
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lll View Knowledgebase articles
In your Tower Digital Client Access Portal go to Knowledgebase then click on search Knowledge base

Tower Digital Hello John Bivol Edit Profile | Change Password B Logout | (@ Helb

service Tickets Projects Knowledgebase

Search Knowledgebase

Announcement: Welcome to the new Client Access Portal [More]
Knowledgebase @

Search

Cateqgory
Al Articles (2) =]

Show |E|if Records

Page 1of 0 (Ditems) <] [<] [ [ T

ARTICLE CREATE DATE

Knowledogebase Search

m

(Bv filling in the desired criteria above and dicking on the
search button yvou will generate a list of articles that meet
vour selected criteria.)

Page 1of 0 (0items) |

Client Access Portal powered by \Mltﬂtask

Here we will post articles regarding your system configuration and general information regarding your network

and your systems. You can search by category or you can view all of them. If you need to have any articles
posted here, let us know and we’ll post them.

Examples of Knowledgebase articles:
e Internet provider account information and contacts
e Copier vendor contact and admin login
e Software installation and configuration info
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