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Submitting Trackvia Form for IT

1 Navigate to the provided Trackvia link and provide the necessary credentials to
complete the incident form

2 Click and fill out the name field
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3 Phone Number is optional please provide the phone # of the site as needed

4 Click the "*Email" field as email is required, only company emails are accepted
otherwise the ticket cannot be submitted
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5 The Facility will be autopopulated per site with the site specific form

6 Select the category for the ticket; Information Technology or Facilities
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7 If urgent, please select so as well

8 Enter the description for the ticket and provide as much detail as necessary
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9 In the event of an equipment issue, please select yes

10 In the event this is an equipment issue, please select from the menu the
equipment that is experiencing the issue
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11 Select if the issue has to do with software, hardware, or if it is a network issue

12 Click "Submit"


