
Assign Your Account to Your Room 

The first thing you want to do when you login to Incident IQ is assign your room number to your 
account.  This way, once all our inventory is in the system, it will automa�cally atach the 
devices in your room to your account.   

Follow these steps to assign your room number: 

1. Login to IIQ with your Ac�ve Directory/Azure account (htps://cusd80.inciden�q.com/) 

         

2. In the upper right corner, click the down arrow next to your name and click “My Profile” 

 
 

3. Under “Assigned Rooms” click in the box “Select or search for a room” and type your Site name > 
Select your Room Number 

 

4. Click the blue “+” sign 

  

https://cusd80.incidentiq.com/


Submi�ng a Technology Ticket in Incident IQ (IIQ) 

1. Login to IIQ with your Ac�ve Directory/Azure account (htps://cusd80.inciden�q.com/) 

   

 

2. You can create a new �cket by clicking the “+New Ticket” buton, which is in the upper le� 
corner of your naviga�on bar. 

 
 

3. Please note the school site listed on the top of the screen before submi�ng the �cket.  
Incident IQ automa�cally assigns your loca�on based on your name, but if it’s pulling the 
incorrect site loca�on, please let Helpdesk know.  You can edit the loca�on for �cket 
submital, but please be sure we know about the incorrect site loca�on so it can be fixed. 

 
 

4. The next screen will ask you what your �cket is about (a device, so�ware, network issues, 
etc).  Select the category that best describes the �cket issue type. 

 

https://cusd80.incidentiq.com/


*Please note, once the system is fully up to date, if you select “Devices/Hardware” the next 
screen will show you a list of all the devices that are atached to you as a person or atached 
to your room number.  You can select that device, which will automa�cally have the tag 
number, serial number, device informa�on, etc. 

 
*If you select the yellow star next to a device, that will “favorite” the device so that it will 
show up right away the next �me you need to enter a �cket* 
*You can also type your Tag number in the box to try and locate the device* 

 
 

5. The next screen will ask you to refine your �cket submission further based on the previous 
selec�on (example: selec�ng your device, so�ware, etc) 

 
6. The next screen may ask for more details, based on the previous selec�on (ie: what type of 

phone).  You can also select “I don’t know….” On any screen if you don’t have the details. 

 
 



7. Then you’ll be asked to choose the problem category that best matches the issue you are 
experiencing.  You can also select “Issue not listed” if necessary. 

 

 
 

8. Once the answers are selected, you can describe your issue in your own words and 
complete the form. 

a. Enter details in the box.  Please be as detailed as possible in this area. 
b. Enter room number (if not already recorded based on your username) 
c. Enter addi�onal loca�on details if necessary. 
d. Does this �cket contain protected student informa�on is there so that if someone is 

entering student informa�on, it won’t include details in the email that goes out. 
Select yes or not. 

e. No�fy Addi�onal Users – you can select other people to be made aware that this 
�cket is being submited. 

f. Atach any files should you have any. 

 



9. Once finished, click “Submit Ticket” 

 
 
 

10. A�er you submit the �cket, a �cket number will be generated with the details of your 
submission.  It will also show you who it’s been assigned to, �cket ac�vity, and an area to 
add comments should you need to. 

 
 
 
 
 
 
 
 



Another op�on when submi�ng a �cket 
 

Once your devices are atached to your account (by either favori�ng them as 
shown in the instruc�ons above or by ataching your room number to your 
profile as shown on the first page), when you’re in your dashboard upon login, 
you’ll see a sec�on for “Quick Tickets”.  All your devices will be listed there, and 
you can simply click on the device that you’re submi�ng a �cket for, and move 
along in the process: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Helpful Info: 
 

• You will receive an email once your �cket has been submited.   
• You can reply to the email message, and it will add the response to the �cket for the 

IT employee to see. 
• You can add comments directly in the �cket in Incident IQ and the tech will see them 

 
• You now have the ability to cancel a �cket a�er you submited, if the issue was 

resolved. 

 
• Eventually, your room’s assets will be atached to your account in IIQ, so you’ll be 

able to click on the asset when crea�ng a �cket without having to enter tag numbers, 
etc. 


