
1. IT Service Management Portal SAPPHIRE :- 

Step 1. Login 

 

 

 

 

 

 

 

 

Enter AD/System/M3 Username and 

Password to Login. 
 



Step 2. “IT Complaint” Screen appear when you 

login :- 

 

 

 



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

of service :- 

 

 
 

Step 4.  

Category : Choose one of the related service 

category  :- 

 



Step 5.  

Sub-Category : choose service sub-category :- 

 

Step 6.  

Urgency : Select incident urgency level :- 

 
 

Step 7.  

Impact : Select incident impact level :-  

 



Step 7. Fill the incident details :- 

 

 
Next, 

 



Your Incident posted successfully, here you 

receive Incident ID. That will help you to track 

your Incident. 

 


