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Loggmg Incident IQ Walkthrough

A step-by-step guide on how to create a ticket using
the CUSD Information Technology Department ( ITD)
new ticketing system.
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Q) incident|Q.

Logging into Incident 1Q to create ITD support requests is easy, as
it is now included in Classlink! To locate Classlink, go to Compton
Unified School District Website (Compton.k12.ca.us) and click on

Staff. Classlink is easily recognizable by its blue cloud logo.
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Sign into Classlink with your Compton Unified School District Username and Password

Username
Password

Sign In

= Sign in with QuickCard

Halp, | forgot my password




You may have noticed a new icon on your Classlink page. This GetHelp icon has been added for
each staff member. Click this icon and you will be automatically signed in
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Creating a Ticket

After logging into Incident IQ, you will be greeted by your Dashboard.

To create a ticket, select the ‘New Ticket’ button on your left navigation bar or in the center of your dashboard.

@ incident|Q ¢ Dashboard Qsearch 11 (@} Test Teacher

<+ New Ticket Welcome to the Compton Unified helpdesk

Have a question. nesd information or would like to make a request? Use one of the quick ticket suggestions below or click "New
Ticket" to create a new help desk ticket and we'll respond ta you shorthy. Also feel free to browse our FAQ / Knowledge Base for
assistance.
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Creating a Ticket

Select a Ticket Type

This will display a list of various ticket categories. Choose a topic that most closely matches your issue.

a

N . 5 5 T Search f -
@ incident|O i Create Ticket Qsearch [\ (@R TestTeacher
Test Teacher Unassigned = Ticket progress
F New Ticket EDIT REQUESTOR EDIT LOCATION NG N e

What is this ticket about?

L] O =
5

_ o

Devices / Hardware Software / Online Systems MNetwork / Wi-Fi Provisioning

Other Requests

Note. If you select Devices/Hardware or Software/Online Sytems this will prompt you fo attach a Device/Software
Application fo the ficket.
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Creating a Ticket

The information at the top of this page is called the ‘Breadcrumb Trail'.

The most important call out here is the location. Every user in Incident IQ has a primary assigned

location.
Create Ticket
a Test Teacher 4. Unassigned ~—~ Network / Wi-Fi
EDIT REQUESTOR EDIT LOCATION ® ' SELECT TICKET TYPE

However, if you need to submit your ticket for another location, click on edit location and select
the desired location. (the screenshot to the right is only a few locations).

Select Location

Y
1
. e Search Locations 5
a Test Teacher 4% Unassigned —~ Network / Wi-Fi S I
O

EDIT REQUESTOR EDIT LOCATION SELECT TICKET TYPE B A ECR HREE G Sl

@& Bunche Elementary School
1 & Bunche Middle School
@ Bursch Elementary School
@& cCentennial High School

@ Central Office

X CANCEL
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Creating a Ticket

This example is for a Network/Wifi Ticket.

The breadcrumb trail will also allow you to edit the requestor (highlighted below). (Example: Test Teacher needs
to submit on behalf of another user. Test Teacher will select edit requestor and search/select that User.)

i

EDIT REQUESTOR EDIT LOCATIONM SELECT TICKET TYPE

Q Test Teacher £+ Unassigned ~—~ Network / Wi-Fi
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Creating a Ticket

Selecting an Issue Category

This step will allow you to specify the specific issue you are facing.
(Ex: Select ‘Report a Network Outage’)

Select an issue category

i N
[ KSearch for an issue ... ]
k-~ A

@ If you are working with a specific asset with an asset tag or serial number, click "Select an asset" to associate an asset with this ticket.

Q) SELECT AN ASSET

Network / Wi-Fi categories:

E Report a network outage E: Request access to shared drive E; Website Filtering Request E; Wireless access point not working

[ Issue NotListed

< Q0 BACK XK CANCEL
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Creating a Ticket

Selecting an Issue Type

This step will be dependent on your district’s setup. Once an Issue Category is selected, it may prompt
a user to select a secondary issue, called the issue type.

In the example below, there was only one Issue Type (Can’t connect to Network/Wifi) so it was auto
selected upon the selection of the Issue Category (Report a Network Outage)

Test Teacher d Unassigned ~— Network / Wi-Fi Report a network outage = Can't connect to Network / Wifi
=]

EDIT REQUESTOR EDIT LOCATION SELECT TICKET TYPE SELECT IS5UE
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Creating a Ticket

Completing the Ticketing Form

This will display our ‘Outof-the-box’ Ticketing Form. We refer this to ‘Out-of-the-box’because we can customize
certain questions and/or fields to display on this form.

Please describe your issue in the freeform text box and attach any files/documentation (ifneeded/required). Once
this is done, hit submit.

Create Ticket Q search A e Test Teacher -
Q Test Teacher €. Unassigned = Network / Wi-Fi e Report anetwork outage > Can't connect to Network / Wifi ‘= Ticket progress <
EDIT REQUESTOR EDIT LOCATION SELECT TICKET TYPE SELECT ISSUE . ——

Describe your issue

Location/Room Details Additional location details

If you have additional details regarding where this issue is located please enter those details here

Is this ticket urgent? Yes (@ No
Is it stopping you from completing your tasks?

Test Tickets *
please toggle on for any in-site ticket testing submission

Notify additional users?
fy Select or search for users ...

Add users in addition to yourself and who the ticket is for that you would like to be notified about this ticket

Attach file(s)
Upload any files or screenshots you have that can help resolve the issue. & Select file to attach

z drop
or click to browse files

< GO BACK X CANCEL v SUBMIT TICKET
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Creating a Ticket

Ticket Confirmation

Once you hit submit, you will receive confirmation that your ticket has been successfully submitted. This will send
a confirmation email to you as well

Network / Wi-Fi > Report a network outage > Can't connect to Network / Wifi

Vv Ticket #1001 has been successfully submitted!

You can view your ticket details below. Additionally, a confirmation email has been sent to you.

Ticket : #£ 1001 Submitted: 5/15/2026 10:14 AM @ Central Office
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Creating a Ticket

Viewimng Tickets after Submission

If you would like to view your tickets after submission, you can return your Dashboard and view from the ‘My
Recent Tickets’in the center or the ‘My Tickets’ option on your le ft navigation bar.

@ incident|Q < Dashboard CL=ereh s 1 Qg 1ot Tnchec =

= & B
'’ :

—|‘ Mew Ticket ws + New Ticket Welcome to the Compton Unified helpdesk

=
-

E”]’J

Have a guestion, need information or would like to make a request? Use one of the guick ticket suggestions below or click "New
Ticket” to create a new help desk ticket and we'll respond to you shortly, Also feel free to browse our FAQ / Knowledge Base for
assistance.

Dashboard

My Tickets

My Assets

Dashboard

My Classes

Knowledge Base
My Ticket=
Quick Tickets & Favorite Assets

My Assets

My Classes

Knowledge Base

My Recent Tickets

Ticket = Status Requested For [=
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Thank you!
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