
This tutorial shows you how to add an issue in the Issue Tracking application.



Begin by selecting the ‘Add New Issue’ button.



Start by selecting the values that best fit the issues by selecting a:
-Contact
-Product
-Type
-Priority
-Status

Also, you may add and edit any of these values through the ‘Manage Values’ 
tab.



After you have selected the other values, you must assign the issue to an 
employee under the ‘Assigned To:’ menu. Once you have assigned an 

employee to a specific issue, that employee will receive an email notifying 
them of the issue that they are in charge of.



After selecting all of your values, you may:

-Name the Subject of the issues.

-Add a description if necessary.

-And add a note.



Once you have completed filling out the issue, you may click ‘Save and 
Return’ to return to the main menu or select ‘Save & Add More’ to add 

another issue.



Once you have saved your issue, it will appear in the main menu in the list of 
open issues. If your issue is an ‘Emergency’, it will appear above under the 

‘Priority: Emergency’ list of issues highlighted in yellow.



To add or edit any information to an existing issue, click the ‘Select’ button next to the 
issue of your choice.



Once you have selected the existing issue, you may update any information as 
well as add any additional notes. Click ‘Add Note’ to add or view a note.



Here you may view or add notes through three different categories. These categories 
include:

-Internal Note: A note associated with the product or issue.

-External Note: A note that may be associated with information about the 
customer.

-Notification: A note intended to notify other employees.

NOTE: These categories can be implied anyway your organization intends to use them.
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