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1 Accessing Your Portal

1.1 Navigate to your portal

1. Navigate to the URL (website address) provided by PDMS during registration or training.
2. If you are unsure of this address, please speak to a member of your internal team, the
PDMS team or email us on portal.support@pdms.com for further information.

1.2 Logging in to your portal

1. Once you have successfully opened the portal in your browser of choice, navigate to the
top right-hand corner of your screen and press “Login”.
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1.3 Login using Single Sign-On

1. During training or registration, you will have received an invitation, from Microsoft, to
set-up an account with PDMS.

a. If you did not receive an invitation, please contact the PDMS team on
portal.support@pdms.com.

b. If you have received the invitation and have not completed the set-up process,
please do so before continuing.

2. Click on “Are you a customer? Login here”, as shown in the below screenshot.
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3. Input your email address.
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4. You do not need to enter a password, simply input the code sent to your email address
and press “Sign in”.

©roMms
:

Enter code

We just sent a code to

17642587

5. Input the code shown on screen in the Authenticator app on your device

©roMms

Approve sign-in request

Open your Authenticator app, and enter the
number shown to sign in.

No numbers in your app? Make sure to upgrade to
the latest version.

| can't use my Microsoft Authenticator app right now

More information

6. You will now be logged into the portal and will be shown the homepage.
a. If you are not shown the homepage automatically, simply click the “Home” button
from the top of the screen.



2 Portal Navigation

2.1 Raising a ticket

1. On your homepage, select the “Submit a ticket” option from the menu bar or the tile, as
shown in the screenshot below.
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2. If a “Product” dropdown is shown, please select the product you are contacting us about.
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3. Complete the required form fields, your form may look different depending on the
product you selected, or your organisations requirements.
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4. Select the “Submit” button once you have completed the form.
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5. Confirm your ticket was created.
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6. Once your ticket has been submitted, a member of the PDMS Customer Care team will be
back in touch as soon as possible.

7. You will receive an email when your ticket has been responded to.



2.2 View an existing ticket

1. To view an existing ticket submitted by you or someone in your organisation, click
“Tickets” or the “View all tickets” tile.
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2. Filter or sort your tickets using the options on the right of the screen or simply select the
ticket you wish to view from the list view.
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3. View your ticket details, update its details, or create a response.
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4. Having selected a ticket, you can take the following actions.

oo o

View your ticket details.
Reply to a ticket.

Add others to your ticket.
Update your ticket details.
Close your ticket.



2.3 Reply to a ticket

1. Toreply to a ticket, start typing in the “Click here to add a comment” box, or click
“Reply".
2. Once you have input your reply, press the “Reply” button below the text box.
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2.4 Add others to your ticket

1. Click the “Add People” button.

W
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A pop-up will be displayed.

Input the email address of the person you wish to add to your ticket, for example
someone else within your organisation.

Click “Add” to complete the process.

Add Emails
Add or Remove email addressis) that needs to be copied when 3
nofification for this ticket is sent

Add email




2.5 Update your ticket details

1. Under “Ticket Details” on the right-hand side of the page, you can update the key details
of your ticket.

2. Updating the “Support Type” will change the type of support you need.

3. Updating the “Priority” will change the time it takes to respond to your ticket or the speed
at which it is resolved.

4. Updating the “Specific steps to reproduce” will give us more information on how to
replicate your ticket.

5. When you have made your desired changes, simply press the “Update” button.
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2.6 Close your ticket

1. If your issue has been resolved or you no longer require our assistance, you can close

your ticket from within the portal.

2. Click on the “Close issue” button in the middle panel.
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3. You can leave us a satisfaction rating when your ticket is closed.
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2.7 Reopen a closed ticket

1. If your ticket has been closed (by you or the PDMS team), you can reopen it by creating a
reply.

Navigate to the ticket by using the filters in the “Tickets” page, select “Resolved or
Closed” from the “Status” dropdown.

Click on the ticket from the list.

Click on the “Reply” button.

Input your response.

The ticket will be reopened.
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