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How to Navigate TeamDynamix 

 

Navigating 
1. Once logging in, you will see your default Technician desktop with a list of tickets within 

your own group.  

 

   

 

 

 

 

 

2. Add the IT Tickets Application by selecting the Applications Menu. 
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Then select IT Tickets.  

This will add the IT Tickets tab to your dashboard.   
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Creating a ticket 
1. On the IT Tickets tab click on + Service Request Form.  

 
2. On the populating window under Form select the form corresponding to your desired 

service.   
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3. Fill out the Requestor, Short Description, Description, and necessary details.  
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4. Make  sure to fill in the Source (frequently used are phone, walk in, or e-mail) and select 
the appropriate status, then Save the ticket.  

 
 

5. You will be provided with a Service Request ID and a confirmation that your request 
was created successfully. You can then close this window.  
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Taking a ticket 
1. To take a ticket under the Desktop tab click on the ticket name (under Title).  

 
2. Then click on the Actions menu and select Take Service Request. 
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3. You will be asked if you wish to make yourself the primary responsibility for the service 
request. Selecting OK will make you the primary responsibility.  

 
 
 
 
 
 
 
 

This will also add the service request to your assigned tickets.  
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Assigning or reassigning a ticket 
1. To assign or reassign a ticket click on the ticket name (Title) on your Technician Desktop. 

 
Click on the Actions menu, then select Assign Service Request.  
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2. Here you could choose a new responsibility by assigning to a tech staff member, then 

add any necessary comments. Make sure to click Save.  
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Updating a ticket 

1. To update a ticket click on the ticket name (Title) on your Technician Desktop. 

 
Click on the Actions menu, then select Update.   
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2. You can change ticket status [1], add comments [2]which can be set private visible only 
to other technicians [3]. 
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3. You can notify other people [1]. Comments must be marked as public by unchecking 

Make comments private [2]. Fill in any other necessary information, then click Save [3].   

 



 
 

15 
 

 

4. Updates to the ticket will appear in your ticket Feed.  

 
5. You can add comments by clicking on Comment. 
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6. Then notify appropriate party or group [1] and add comments [2]. Click Save [3] to 

apply.  
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Editing a ticket 

1. Editing a ticket allows you to change the value of fields on the ticket form. This may be 
necessary if a field has an incorrect value or any information has changed after the 
ticket submission. Start by clicking on the ticket name on your Technician Desktop. 

 
2. Edit any fields as necessary. Then click Save.  
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Creating and editing desktops 

You can set your own Desktop to have multiple desktops for multiple views based on your 
preferred layout and content to display.  

1. On the Desktop tab click on +New Desktop.  
 

 

 

 

 

2. Name your desktop, then click Save. This desktop will be viewable only by you.  
 

 

 

 

 

 
 

3. Select Edit Layout to set up how many content areas you would like to have and how 
they should be displayed.  
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4. Select your preferred layout.  
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5. Keep in mind each content section will be displayed as a vertical block on this screen. 
Click on each content area (for example, Client Portal, IT Tickets, My Work, People, 
Tickets, or Recently Removed) for more specific content that you would like to add into 
each section block. 
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6. Here specific content from each content area is added (by drag and drop) into each 
block. Click Save to apply, then close the window.  

 
 

7. Click Refresh to view the desktop you set up.  
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8. If you have multiple desktops, you will need to use the drop-down menu to locate the 
desktop you just set up. 
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