How to Create a Support Ticket in Scribe™
HubSpot
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2  Click "Help Desk"
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3 Click "Create Ticket" button.

Search HubSpot = § Assistant @ Inteliguard «
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Help Desk Ticket owner ~ Priority ~ Pipeline ~ Ticket status ~ Assigned Teams ~ HubSpot team ~ + More = Advanced filters ‘ Fal ‘

1 in help desk

34 tickets
B2 Ssummary

Ticket ID " Ticket owner " Ticket status 1 Ticket name 1 Ticket —
« Analyze
g : 40597980749 No owner New (Client Support) Enclosure picking up additional RFID tags =
=] @ coaching
40504864553 No owner New (Client Support) Manufacturer not matching item ND
G (3 unassigned 28 -
] 40497644667 No owner New (Client Support) FW: New Voice Message from Client Support De... -
2 +  Assigned To Me 2
. 40495180895 Amber Schauer New (Client Support) Fw: New Voice Message from Client Support Depar... -
My Team's Unassigned o S
@ My Team's Open 5 (] 0492089075 No owner New (Client Support) Approval Request | Remi il 1000 mcg Wast... 8
& Al Open 34 [(] 40486370741 No owner New (Client Support) Case #130850 | Latches gn
i * Customer Agent o (]  <o486218065 No owner New (Client Support) Invoice 1311242358 due from Florida Mastertem... -
i -
* Following o (] 40299889202 No owner New (Client Support) Microsoft 365 security: You have messages in quard... -
s @ My Mentions o 40290670109 No owner New (Client Support) Server access via Secure Link ® -
¥ AliCiosed [ 40244505770 No owner New (Client Supporr) Flush user ®=r
@ - e
> More t Create view

[] 0163260588 Amber Schauer In Progress (Client Su... #130995 | HL7 error when running case schedule re... S
() 40147272743 Logan Scoft Escalated (Client Sup... test 8
() 40144157617 Logan Scoft New (Client Support) Case #130995 | HL7 error when running report g
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Click the "Ticket name" field.
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B2 Summary
A Analyze

2 Coaching
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% Assigned To Me
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All Open
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# Following
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My Team's Open

Customer Agent

Amber Schauer

Amber Schauer

Logan Seott

All Open (34)
B33! : o o
. Ticket owner~  Priority~  Pipeline ~
Q)
34 tickets
O Ticket 1D N Ticket owner
40597980749 No owner
40504864553 No owner
28
40497644667 No owner
2
[ 40495180895
o L
3 O 40492689075 No owner
34 40486370741 No owner
0 40486218065 No owner
0 40299889202 No owner
0 [J 40290670109 No owner
[] 40244505770 No owner
+ Create view e
[J 40163260588
] 40147272743
[J 4014415717

Logan Scott

Click "Ticket status" dropdown
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Ticket status =

Assigned Tear

n Ticket status
New (Client Sug
New (Client Sug
New (Client Sug
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New (Client Sup
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New (Client Sup
In Progress (Clit
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New (Client Sup
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Create Ticket
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Edit this form
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‘ Client Support w ‘
Ticket status *

‘ New - ‘
Priority

| =]
Ticket owner
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Ticket description

Category

First Response Date/Time *
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Pipeline *
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Ticket steilus *

‘ New b ‘
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Ticket owner

‘ Amber Schauer

Ticket description

L4



6

E3

(2

view
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D
980749
864553
644667
180895
689075
370741
218065
889202
670109
505770

260588

Choose from; New, In Progress, Escalated, On Hold - Client, On Hold - Internal,

Resolved or Closed

All Open (34)

Ticket owner ~ Priority ~ Pipeline ~ Ticket status ~
34 tickets
[ ] Ticket 10 1 Ticket owner n
[[] 40597980749 No owner
[[] 40504864553 No owner
[] 40497644667 Mo owner
I:] 40495180895 Amber Schauer
[] 40492689075 No owner
[[] 40486370741 No owner
[] 40486218065 No owner
[] 40299889202 No owner
[ 40290670109 No owner
[(] 40244505770 No owner
[[] 40163260588 Amber Schauer

Click "Priority" dropdown

1 Ticket owner T

No owner

No owner

No owner

Amber Schauer

No owner

No owner

No owner

No owner

Mo owner

No owner

Amber Schauer

Ticket status

New (Client Sup

MNew (Client Sug

New (Client Sup

New (Client Sug

MNew (Client Sug

New (Client Sug

MNew (Client Sug

New (Client Sug

MNew (Client Sug

New (Client Sug

In Progress (Clie

Made with Scribe - https://scribehow.com

Assigned Tear
Ticket name *

Edit this form £

Ticket status Pipeline.=
‘ Client Support bt |
New (Client Sug
New (Client Sup Ticket status *
. i New & |
New (Client Sug
New (Client Sup (Search Q)
New (Client Sup You can bypass the pipeline rule set here &
New (Client Sug
New (Client Sug
New (Client Sug You con bypass the pipeline rule set here
New (Client Sug Closed
New (Client Sup: Lu‘:zt;:’cr;bmcss the pipeline rule set here -
In Progress (Clie 2
TIRRET e
Pipeline *
‘ Client Support o ‘
Ticket status *
{ On Hold - Internal . ‘
Priori
Ticket owner
\ Amber Schauer - ‘
Ticket description
Category
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980749
864553
644667
180895
689075
370741
218065
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670109
505770
260588

272743
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864553
644667
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689075
370741
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889202
670109
505770
260588

272743

157617

Choose from; Low, Medium, High and Urgent

1 11CKeT owner i
No owner
No owner
No owner
Amber Schauer
No owner
No owner
No owner
No owner
No owner

No owner

Amber Schauer
Logan Scott

Logan Scott

Click and type into the

No owner
No owner
Amber Schauer
No owner
No owner
No owner
No owner
No owner

No owner

Amber Schauer
Logan Scott

Logan Scott

| ICKET sTatus

MNew (Client Sug

MNew (Client Sug

MNew (Client Sug

New (Client Sup

New (Client Sup

New (Client Sug

New (Client Sup

New (Client Sug

New (Client Sup

New (Client Sup

In Progress (Clie

Escalated (Clier

Mew (Client Sugp

‘ Client Support

"Ticket description" field

MNew (Client Sug

MNew (Client Sug

MNew (Client Sug

New (Client Sug

New (Client Sug

New (Client Sug

New (Client Sug

MNew (Client Sug

New (Client Sug

In Progress (Clie

Escalated (Clier

New (Client Sug
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Ticket status *
{ On Hold - Internal . l
Priority
| = |

® High

® Urgent

h

First Response Date/Time *
M = i " |
Ticket status *
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Ticket owner
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Tickﬁmn
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|
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10 Select the categories that apply to the ticket (more info to come)

NO Oowner

No owner

Amber Schauer

Mo owner

No owner

Mo owner

No owner

Mo owner

Mo owner

Amber Schauer
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11  Choose Date/Time for First Response from the calendar and clock

34 tickets
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Ticket owner T
No owner
No owner
No owner
Amber Schauer
No owner
No owner
No owner
No owner
No owner
No owner
Amber Schauer

Logan Scott

Logan Scott

| Amper >chauer

Ticket description

Category

rdware

Software

Clear

Ticket Origin

Shared teams

[ Amber Schauer

Ticket status
New (Client Sup jl‘icket description
, ‘ sdfds ‘

New (Client Sug ichidad
New (Client Sug Category

| -
New (Client Sug

5 T

New (Client Sug First Response Date/Time

l &) MM/DD/YYYY I [ © HH:MM I [ Now |
New (Client Sug
New (Client Sug < January 2026 5
New (Client Sug Su Mo Tu We Th Fr Sa I

-

New (Client Sup 28 29 30 31 1 2 3
New (Client Sug 4 5 6 7 8 9 10

11 12 13 14 15 16 17

In Progress (Clis
18 19 20
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Escalated (Clier 25 26 27
1 2 3 4
New (Client Sug \ \
Today J J
Creare Crearte and aada anorner

Cancel ]




12  Click "Ticket Origin" and choose from Email, Phone and BeyondTrust

34 tickets
O
]
]
® J
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34 UJ
o O
0 O
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O
view o
O
U

J

Ticket ID i

40567980749

40504864553

40497644667

40495180895

40492689075

40486370741

40486218065

40299889202

40290670109

40244505770

40163260588

40147272743

40144157617

Ticket owner

No owner

No owner

No owner

Amber Schauer

No owner

No owner

No owner

No owner

No owner

No owner

Amber Schauer

Logan Scott

Logan Scott

[ Amber Schauer

T Ticket status
New (Client Sug Ticket description
_ ‘ sdfds |
New (Client Sug ik
New (Client Sug Category
| -]
New (Client Sug
New (Client Sup .FII'SI Response Date/Time *
‘ 5 01/29/2026 \ [ © 4:00 PM EST ‘ [ Now I
New (Client Sup L I L
Clear
New (Client Sug
Ticket Origin
New (Client Sug

New (Client Sup

New (Client Sup

In Progress (Clie

Escalated (Clier

New (Client Sug

13 Click the contacts dropdown to search for contacts to associate to the ticket
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Ticket status

New (Client Sug

Mew (Client Sug

New (Client Sug

New (Client Sug

Mew (Client Sug

Mew (Client Sug

Mew (Client Sug
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Create Create and add another Cancel ]

Assaciate Ticket with

~ Contacts

Associate records

‘ Search ( vp
e
Association label

‘ No label

Add timeline activity from this Contact @

+Add more
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14  Click this dropdown to search and associate a company (Facility/Client)

No owner
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No owner
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15 Click "Create"

' owner
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' owner
| owner
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+Add more

~ Companies

Associate records

l Search
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advesthealth.com
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U Py
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~ Companies

Associate records

Cancel ]
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