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Introduction  
 

This document will cover and guide new Wosool Helpdesk users on how to use the helpdesk in 
the most efficient and simplest way, also we provided both viewable and readable content for the 
users to choose which approach suites them the most. 

 

 

 

Main Objective  

 

On this manual we have covered what the users will need in order to use the most of the Wosool 
Helpdesk tools and features, as well as the system is relatively simple and understandable even if 
the user haven’t accessed it before.  

 

 

 

 

 

 

 

 

 

 



 

 

Wosool helpdesk guide 
Step 1: Login  

Enter the username and password then press (Login). 

Step 2: Creating a New Ticket 

After login all current tickets will appear, to add a new ticket select (New ticket). 

Login Page  

Homepage 1 



 

 

Step 2.1 Ticket category 

Then Select the category, and specify the ticket type. 

 
New Ticket  

Step 2.2 Ticket priority 

Then choose the Priority (Critical, High, Normal, Low). 



 

 

 

Step 2.3 Ticket submit 

Finally add the subject of the ticket, then write in details about the issue, add a screenshot or 
screen recording if necessary, after finalizing everything Submit the ticket. 

Ticket Priority Levels Diagram 



 

 

 
After submitting the below page will appear, simply click on (All) to return into the main page. 

 
After clicking on (All) you will now see the ticket that you raised appear among the other tickets. 



 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

Searching & Updating the Tickets 

Step 1: Search Bar  

To search for a specific ticket you just go to the search bar and type the ticket number. 

 
Search Bar  

Step 2: Closing & Validation 

To close a ticket you simply click in (Close Ticket), make sure the issue is solved and tested. 

 
Ticket Action 1 



 

 

Re-open:  

If the same issue recurred or you accidently closed the ticket, you can reopen it as shown below. 

 
Ticket Action 2 

Validation: 

To validate and change the status of the ticket accordingly from the options given below, if the 
ticket is resolved you just close it.  

 



 

 

More options: 

Here you can delete, share, print or make an action accordingly  

 
 

 

 

 

 

 

 

 



 

 

Lost password guide 
In case the user forgot their password, they should follow the next steps.  

Step 1: Login 

From the login page, Click on (Lost Password). 

 
Lost Password  

Step 2: Email Verification 

Enter the registered Wosool Helpdesk email. 

 



 

 

Step 2.1 Type your email 

After entering the email click (Send email) then an email will be sent to reset your password. 

 
Step 2.2 Confirm the email 

Go to your email and open the email with "Helpdesk password recovery" subject than click the link 
that sent to you. 

 



 

 

Step 2.3 Enter new password 

Once you click on the link, you will be redirected to Wosool Helpdesk and automatically will asked 
you to enter a new password and confirm it. 

  
Step 2.4 Done! 

Finally once the password you entered is confirmed you will receive a notification that you have 
successfully changed the password. 
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