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ITSM Client Portal

How to create and view incidents using the Datap@ortal.



Logging an incident

To access the client portal please can you ggi@info.datapoint.com/ and type in

your login credentials.

g

SignIn

You should be able to see the main page if youdasrgals are accurate. This page
provides you with options to create incidents aigiwthe progress on existing

incidents.
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To create an incident please select the “Add Sugpalt” option it should take you to
the screen displayed below. To create an inciderd pecific site please enter your
name and select the magnifying glass icon locagad to the “Person” drop-down

menu.
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The page below shows what should occur; your naithéevhighlighted with a site.
You can click on the selected site and proceed evetating your incident. The search
fields can also be used to find the relevant 3ite1 can complete the fields provided
and select the “Search” button. When these achame been completed the site

which was required should be displayed in the $egsults.
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Persons
Criteria

Last name:
Organization:
Phone:
Reaqion:
Country:
Email:

Active:

Search Results
Persont
26001 London Office

26003 Manchester Office
Ackroyd, Graham
Fellows, Simon

Shaw, Jane
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26002 Birmingham Office

First nare:
Group:

City:

I j Postal code:

I d Relationship:

Relation no.:

Search ﬂl
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Group
London Office

Organization
Last Choice -

Phone City

Travel Agents 0208 444 7777 London Wil SR
Birmingham Office  Last Choice - Travel Agents 0121 4d4 9999 Birmingham B32 14T
Manchester Office  Last Choice - Travel Agents 0161 4dd 88858  Manchester MAZ 45y

Last Choice - Travel Agents 07722 567830

Last Choice - Travel Agents 07788 556677

Last Choice - Travel Agents 01245 442266

Country
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Once you have selected the site you need to caeatecident for please complete the
details that are listed on the “Support Call” page select the “OK” button.

= igix
EER e ol

% v B) ¢ ) mm + Page~ Safety~ Tooks~ (@

g4 rTsm 2011 This Site =] | 12| n
Home

e All Site Contert
| rrsm 2011 Support Call
= Support Calls | Contact Information
= £idd Support Cal | Person o[ackroyd, Graham |5 Phone number- (07722 67890
= fnswers | -
|| Email graham.ackroyd@lastohoice com
= Products e bl
1
5 Bne Priority and Template
= Service Agreements | S PEg
= CAE Judgements
Urgency: I =] 1mpact: I =
Product Information
Product: |2 tem X
Serial number: version : [
Details
Summar Vi *[155ue with redial option on desk phone
Notes: ‘im z v Tg- Ay iE =2 =18 B v gk 8L & i Font[Vedana | Size 8

The pre-prograrmmable keys on Graharms Avaya 1300 handset have been changed

Please advise ifthey can be restored?|

Wany thanks
simon
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To view an incident that has been created pleasg@aselect the “Support Calls”
option on the left side of the screen. Once yolelselected this option you should be
able to see the image that is displayed below.selean you fill out the information
that is requested and click the “Search” buttoncé&the search is complete all
incidents that match your search criteria will lispthyed and if you would like to
view the previous incidents please double-clicklmincident that you require.
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If there are any problems you encounter whilsoiwlhg the procedure please contact
the IOC helpdesk on 0845 070 7000.



