1. IT Service Management Portal SAPPHIRE :-

Step 1. Login

SappHite

Welcome to [T Service

Management Portal 8 oo
SAPPHIRE

L —
SapphirelMS 2016. All Rights Reserved.

This portal is best viewed in Chrome, Firefox, IE 9 and above with 1366x768
resolution.
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Enter AD/System/M3 Username and

Password to Login.
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Step 2. “IT Complaint” Screen appear when you

login

Matching KB Articles
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Matching (Quick Templates
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Incident Details
Incident Titl *

Incident Description *




Step 3.Service: In this field, we have to choose type

of service :-

Service *

Hardware

Employes Exit
ERP

License

Metwork

Mew Employes
Service Request
Software
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Step 4.

Category : Choose one of the related service

category :-
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Step 5.

Sub-Category : choose service sub-category :-

Service * | Hardware v | £k
Category * | Mouses v |
Sub-Category = —— choose —- L4
Mouse
Step 6.

Urgency : Select incident urgency level :-

Urgency * ——-choosg——- L

High
Medium
Low
Crtical

Step /.

Impact : Select incident impact level :-

Impact * ——Choose ——- v
———choose——
High
Medium
Lo
Critical




Step 7.

Incident Details

Incident Ttk <] Title of the incident

Fill with Incident description

Incident Description * :

Contact number <::| Office landline no. or Mobile no.
Additional CC Mail Id f

Additional Contact Numbers ||

Attschments () @Y <: Add related attachmentif any.

* Fill the form and Submit.

Next,

Your incident posted succezsfully.

Incident 1D : INC-2013-01 6597,

s =

Goto Submitted Incident




Your Incident posted successfully, here you
receive Incident ID. That will help you to track
your Incident.



