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Using Help Ticket (Parature) 
 
 

Overview 
This Job Aid contains updated procedures for finding answers using the on line support center and submitting a help ticket.   
 
Key 

 
 
Purpose  
Help Ticket (Parature) allows users to quick-search frequently asked questions for immediate answers to common questions. 
When a specific question cannot be found in the Knowledge Base, a ticket can be submitted and will be routed to the person 
that can best answer that question. By submitting a ticket, you will be able to track the status of your questions and reduce 
the amount of wait time spent on the phone.  If the question you submit is a common question Purchasing receives, it may also 
be added to the newly updated resource called the Knowledge Base and/or Troubleshooter for others to access.  
 

Procedure   
The following procedure will assist you in finding answers to your questions in a quick and efficient fashion. 
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Navigation 
 
http://us.fsu.edu 
 
Click: Submit a Work Ticket 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 Job Aid:  <Using Help Ticket>       3                                        Modified on 1/22/2007 

Use Troubleshooter to 
quick-search existing 
questions and answers 
before submitting a help 
ticket.    
 
Click on the 
Troubleshooter link. 

 
 
 
 
 
 
 
 
 
 
 
 
Step 1: Select a Category 
Choose a category from the scroll-down menu that best 
fits the subject area to which your question refers.  
 
Click Continue to Step 2-> button 
 
 
Tips: 
If you do not have a specific question you may wish to 
search the Knowledge Base for resources. 
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Step 2: View Popular Topics 
Shows a list of popular topics contained in the category you 
selected in the previous step.   
 
Click the question link to view an answer or click the My 
answer is not here-> button to refine your search.  
 
 
 
 
 
 
 
 
 
 
Step 3: Try to Search 
Enter a keyword and click Search and Continue.  
 
Search results will be displayed below the search box with 
your keywords highlighted in yellow.   
 
If you are still not satisfied with your answer click My 
answer is not here-> button to submit a new help ticket. 
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Step 4: Request Support 
 
Click Submit a Ticket. 
 
 
 
 
 
 
 
 
 
 
 
 
Sign-in using your FSU ID and Password. 
Click the Sign-in button. 
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Step 5: Submit a Ticket 
 
Input: 
 
Issue Area 
Summary 
Details  
Attachment: *Optional 
 
Click Preview button to review your entry before 
submission.  
 
Click Finish to submit. 
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Ticket Details 
Review and track the status of your ticket using My 
Support. 
 
 
 
 

 
 
 
 
 

More Information 
 
More information is available on the Purchasing Website at 
www.purchasing.fsu.edu.   
 
Click on the link for training to see job aids, policies and 
procedures, and staff contact information.   
 
 
 
 
 
 
 
 
 
 

 
Tips to Keep In Mind   
If your question involves a specific Requisition, PO, or 
Budget be sure to indicate that information in the Details 
of your question.  
 


