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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.

University Df Florida Search or enter an |D Q 0 L 2 Tech? Gatortech?
-
< Refresh + New Desktop & Print I UFIT Training Desktop v I o
. )
Ticket for My Groups [: JFs]
s Classification ¥ Requestor ¥ Acct/Dept $ Type $ Status $ Priority § RespGroup & PrimResp $§ Due § Modified $
Incident Userl 03030000 IT In Low UFIT Training Techl Fri 5/31/24
ance with Gatoruserl (EM-OFFICE Tickets -  Progress Gatortech1 3:55 PM
entation OF Default
REGISTRAR)
| built Service Request Sandy Trapp 14200300 (IT- IT MNew Low UFIT Training Unassigned sun 6/2/24
R —

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

University of Florida Q

Desktop

=~ R pplications Menu | Desktop

Eo

D

2 Tech? Gatortech2

& Print UFIT Training Desktop v *
2 P A
Ticket for My Groups %
] Classification $ Requestor # Acct/Dept $ Type $ Status $ Priority $ RespGroup $ PrimResp $ Due $ Modified %
Incident Userl 03030000 IT In Low UFIT Training Techl Fri 5/31/24
-ance with Gatoriser] (EbA-OIFFICE Tickets - Proare Gatortechi 3:535 PhA
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Then select IT Tickets.

Uni\fersity of Florida Search or enter an |D Q @0 L & Tech? Gatortech2
==
° AAn
ﬂ ]
A\ /4 &)
Desktop iPaaS Community Downloads IT Client Portal
®_0
Q P 2 2
E— - L]
IT Tickets My Work People Help
Ml

This will add the IT Tickets tab to your dashboard.

University of Florida

Desktop IT Tickets » =

Search or enter an |0

# Refresh & Edit IT Tickets Desktop + New + Report Ll Reports
Desktop Your IT Tickets desktop has not been configured. Get started co
Groups
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Creating a ticket

1. Onthe IT Tickets tab click on + Service Request Form.

University of Florida Search or enter an ID

Desktop  IT Tickets ~» x

> Refresh # Edit IT Tickets Desktop I+ Service Request Form I + New + Report |l Reports

Desktop Your IT Tickets desktop has not been configured. Get started config
Groups

4 Tickets

Assigned To Me

Baraitimes BAv Deonsioo

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

Service Request Form
Classification: Service Request

Form *

Service Request Form 4| Reset

| Q
Incident Form
Change
Change Form
Service Request
Service Request Form

Telephone, Voicemail and Telephone Conference Calls

UF-Cwned Computer and Device Support

PR . X




UF | FLORIDA

Information Technology

3. Fill out the Requestor, Short Description, Description, and necessary details.

UFIT Training

Classification: Service Request

Form *

UFIT Training T Reset
Service * @

Training / IT Training | Q| x
Type * @

General / IT Tickets - Default | Q X

Requestor * @ -+

I Tech2 Gatortech2 *I Q *

[0 Notify Requestor

Acct/Dept * @

14200500 (IT-AT CITT) | Q x

Short Description * @

I Consultation for Train-the-Trainer I

Description * @
Format - | Font - | Size -|A- B T US x,x* I

T HE e

We would like to set up a one-on-one meeting for developing a train-the-trainer program for our department.

body 4
Attachment @
Browse.., No file chosen
Priority * @
Low v

Responsible * @ dei

UFIT Training (Group) | Q %
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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.

Attachment @

Browse.., Mo file chosen

(&)
(=]
1

Priority * @

LOW o
Responsible * @ 4£22

UFT Training (Group) | Q ®
Maotify Responsible
Source * @

Phone

Status * @

MNew

What type of training request do you want to submit today?

Develop or Add a Training X v

We need additional information! Please give us details about what you need, and a
member of the UFIT Training Team will reach out for additional details.

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.

v Service Request Created Successfully

IService Request ID: 84 I

What do you want to do now?

» Create another service request

- View the service request you just created
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Taking a ticket

1. To take aticket under the Desktop tab click on the ticket name (under Title).

IT Tickets

' Refresh + New Desktop & Print UFIT Training Desktop v | &2
5 5 ~T
My Assigned Tickets (¥
Mo ltems
: ~C
Tickets (¥
ID & Title $ Classification $ Requestor $ Acct/Dept 3 Type $ Status $ Priority $ Resp Group %
84 Consultation Service Request Tech2 14200500 (IT- 1T MNew Low UFIT Training
for Train-the- Gatortech2 AT CITT) Tickets -
Trainer Default
80 Meed Training Service Request Userl 04000000 IT Assigned  Low
on Camnn (atomiser] (OEEICE OFE Tickets -

2. Then click on the Actions menu and select Take Service Request.

Consultation for Train-the-Trainer

Service Request ID: 84 : o

General Tasks/Activities Peaple T&E My Alerts (0) Assets/Cls () Read By (1)
| Update
Add to My Work Requestor

Take Service Request

Reasn Service Request m Tech2 Gato
Lnassion 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.

ufl.teamdynamix.com says
Are you sure you want to take primary responsibility for this service

request?

i Cancel

1
[

This will also add the service request to your assigned tickets.

Desktop IT Tickets

# Refresh + New Desktop & Print UFIT Training Deskiop v X%
A i ~E
My Assigned Tickets (%
> Title Due
84 Consultation for Train-the-Trainer
: e I
Tickets 57

ID & Title 3 Classification ¥ Requestor ¥ Acct/Dept ¥ Type ¥ Status $ Priority ¥ Resp Group ¥

v

2 Help, | Incident Sandy Trapp 14200300 (IT- 1T New Medium UFIT Service Improv
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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.

University of Florida

Desktop IT Tickets

= Refrash + MNew Deskiop = Print

24 Consultation for Train-the-Trainer
Tickets
ID & Title $ Classification # Requestor $  Acct/Dept % Type % Status $ Priority ¥ Re
a4 Request via Service Reguest Daniel Landclfi 14800000 (IT-APPS IT Tickets - Mew Medium
OME UF DEVELOP & Default
OME UF DEVELOP & Default
INTEGRATION)
&0 MNeed Training Service Request Userl 04000000 (OFFICE OF IT Tickets - Assigned  Low
on Campus Gatoruser] STUDENT LIFE) Default
Resource
Click on the Actions menu, then select Assign Service Request.
Need Training on Campus Resource Assigned

Service Request ID: = 80 ;o

General Tasks/Activities Pecple T&E My Alerts (0} Aszets/Cls (0) Read By (2)

vacios -tk | sei | @ Prin view

Update

Take Service Request Requestor

Assign Service Reguest

| cht@ssification n User1 Gatoruser1

10
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2. Hereyou could choose a new responsibility by assigning to a tech staff member, then
add any necessary comments. Make sure to click Save.

Assign Service Request
Service Request ID: |~ 20 :o

Current Responsibility
Unassigned

New Responsibility * &

Tech1 Gatortechl =

Motify the new resource of the assignment.

Comments

Thank you for your help!

11
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Updating a ticket

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

University of Florida

Desktop § [T Tickets

== Refresh + Mew Deskiop = Print
24 Conzultation for Train-the-Trainer
Tickets

ID & Title

Classification # Requestor $  Acct/Dept % Type % Status # Priority ¥ Re
o Request via Service Request Daniel Landolfi 14800000 (IT-APPS IT Tickets - MNew Medium
OME UF DEVELCP & Default
OME UF DEVELCP & Default
INTEGRATION)
20 MNeed Training Service Request  Userl 04000000 (OFFICEOF [T Tickets - Assigned  Low
on Campus Gatoruserl STUDENT LIFE) Default
Resource
Click on the Actions menu, then select Update.
Need Training on Campus Resource Assigned
Service Request 1D 80 :o
General Tasks/Activities People T&E My Alerts (0) Assets/Cls (0)
I Update | |
Reassigﬂervice Request Requestor

Unassign Service Request

12



UF

UNIVERSITY 0

FLORIDA

Information Technology

2. You can change ticket status [1], add comments [2]which can be set private visible only

to other technicians [3].

Need Training on Campus Resource

Service Request 1Dt 80 :-0

MNew Status * 1

This service request was created with a type that had no associated time types or the time types were
remaoved from the service request. You will not be able to add time to this service request while there

are no associated time types.

Responsible @

Tech1 Gatortech1 r Q *

Motify the new resource of the service request assignment.

Comments *

Make comments private (only visible to IT Tickets users)

Format - | Font -~ | Size - A~ B T US x, ¥ T,

Please reach out to clients for more details.

I

body 4

13
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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].

Comments *

[] Make comments private {only visible to IT Tickets users)

g
Format - Font - Size ~- A- BT US x, x* T,

2 HdWe

Please reach cut to clients for more details.

body 5

Motify

3
»

% UFIT Training (Responsible Group)

Motify Other People 1
% User1 Gatoruser Q X

Other Email Addresses @

Attachment(s) (maximum of 6.50 MB can be sent in notifications)

Start typing... Q X

What type of training request do you want to submit today?

Start typing...

14
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4. Updates to the ticket will appear in your ticket Feed.

Need Training on Campus Resource

Service Request 1Dt 80 :o

General Tasks/Activities People T&E My Alerts (0) Assets/Cls (0) Read By (2)

New

Feed (8)

All Communications

Edits Status Changes Comments

Tech2 Gatortech2

Please reach out to clients for more details.

Show More
Thu 6/6,/2024 10:12 AM

Comment Like More..

Tech2 Gatortech2
TG Changed Status from Assigned to New.

Please reach out to clients for more details.

Show More
Thu 6/6,/2024 10:00 AM

Comment Like More..

Tech2 Gatortech2 (private) %

Assigned Tech1 Gatortech to this service request.

Thank you for your help!
Motified: Tech1 Gatortech1 <gatortech1@ufledu=

Ved 6,/5/2024 3:28 PM

5. You can add comments by clicking on Comment.

Motified: Gator Tech #3 <gatortech3@ufledu=, Tech1 Gatortech1 <gatortech1@ufl.edu>, Tech2 Gatortech2 <gatortech2@ufledu>, User1 Gatoruser...

Notified: Gator Tech #3 <gatortech3@ufl.edu>, Tech1 Gatortech1 <gatortech1@ufl.edu>, Tech2 Gatortech2 <gatortech2@ufl.edu>, User1 Gatoruser...

Need Training on Campus Resource

Service Request ID: 80 ;o

General Tasks/Activities People T&E My Alerts (0) Assets/Cls (0) Read By (2)

Feed (8)

All Communications

Edits Status Changes Comments

m Tech2 Gatortech2
Please reach out to clients for more details.

New

15
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6. Then notify appropriate party or group [1] and add comments [2]. Click Save [3] to

apply.

Need Training on Campus Resource
Service Request ID: 80 :o
People T&E My Alerts (0) Assets/Cls (D)

General Tasks/Activities

Feed (8)

Make comments private (only visible to IT Tickets users)

New

Read By (2)

= Update

IUF!T Training (Responsible Group) n

Format -  Font ~  Size - A~ B I US x. x* I,

2= HBhe

Client had been contacted for more information.

body

Cancel

16



UNIVERSITY of
UF |FLORIDA
Information Technology
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.

University of Florida Q @0 A
IT Tickets
= Refresh + New Desktop = Print UFIT Trainin
Tickets
ID $ Title Classification $ Requestor $ Acct/Dept § Type $ Status $  Priority
83 Requestvia  Service Request 14800000 (IT- IT MNew Medium
ONE UF APPS Tickets -
DEVELOP & Default
INTEGRATION)
84 Consultation | Service Request Tech2 14200500 (IT-  IT MNew Low
for Train- Gatortech2 AT CITT) Tickets -
the-Trainer Default

2. Edit any fields as necessary. Then click Save.

@ Koos

Consultation for Train-the-Trainer

seviceRequest D: 84 B

Created Last Modified
Tech2 Gatortech2 on Tue 6/4/24 2:50 PM Tech2 Gatortech2 on Wy
Form

UFIT Training
Service * @

Training / IT Training o | x
Type " @

General / IT Tickets - Default “la | x

Requestor " @ + &

Userl Gatoruserl vl | %
Acct/Dept * @

85060000 (EG COLLEGE OF ENGINEERING) Q| x
Short Description * @

Consultation for Train-the-Trainer
Description * @

Fomat  ~ | Font - | Size - A- BIUSXX I

i MRe

We would like to set up a one-on-one meeting for developing a train-the-trainer program for our
department

17
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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. Onthe Desktop tab click on +New Desktop.

University of Florida Search or enter an ID

« Refresh I -+ New Desktop I & Print

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

Save

New Desktop

Name *

Desktop Demo

After saving your new desktop you will be able to easily drag in content that is most important to you.

3. Select Edit Layout to set up how many content areas you would like to have and how
they should be displayed.

Desktop Demo

Details Content

Column 1 Column 2

18
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4. Select your preferred layout.

Cancel

Choose Layout

50-50%

33-66%

33-33-33% / 100%

100% / 50-50%

66-33%

33-33-33%

100% /f 33-33-33%

100%

50-50% / 100%

25-50-25%

23-25-25-25%

19
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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.

Desktop Demo

Details Content

Edit Layout Column 1 Column 2 Column 3

1

Available Content

Client Portal

IT Tickets

My Work

People

Tickets

Recently
Removed

20
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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.

Details Content

Edit Layout Column 1 Column 2

Tickets / Tickets b'e My Work / General
My Assigned Tickets My Work

+

1

X

EX

Available Content

Search.

Client Portal

IT Tickets

My Work

People

Tickets

Tickets / General
My Flagged Tickets

4

Tickets / Tickets

My Assigned Ticket
Tack

Column 3

Tickets / Tickets

Tickets Awaiting My
Review

X

7. Click Refresh to view the desktop you set up.

=
+ New Desktop & Print

Rl Annctcasnnad Toiolemdn

University of Florida

21
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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.

University of Florida Search or enter an ID Q B0 L &Tech2Gatortech2
Desktop IT Tickets
= Refresh + New Desktop & Print UEIT Training Desktop v ‘ o
Demo 1
My Assigned Tickets Desktop Demo ~
UFIT Training Desktop

22
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