Incident 1Q ticket Creation

Introduction: Incident IQ is the new ticketing system; our district staff will be using it to create work
order tickets and resolve them.

How to use:

In your web browser, type the URL https://nsd.incidentig.com/ and hit Enter.

Click on Microsoft Azure to log into the system using your Northshore School District email, Example
youremail@nsd.org
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Creating a New Ticket

Click on new ticket to start a +New Ticket, then select the category where you will find a selection
related to your issue.
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After selecting the Category and issue type, you will be directed to the last step to complete
information regarding your ticket.
Note: Select Facilities icon for anything building related.
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Finally, submit the ticket
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When you get to the final page, make sure to describe the issue to ensure efficiency. Select the exact
room. If your room is not in the drop-down menu, select the option below My room is not listed, and
you can add that information in the description and room details.

Providing the phone number will provide an extra means of communication. Then set the priority of
the issue. After that, select the time you are entering the ticket, so it gets to the available crew in that
timeline. Finally, click the blue Submit ticket button.





