CUSD Warehouse Tickets in
Incident IQ

Step-by-step guide on how to submit a records request pick-up.

1. Accessing Incident 1Q and submitting a work order:
e Open your web browser and navigate to Incident |Q.

e Login to Incident IQ with your Active Directory/Azure account
(htps://cusd80.incideng.com/)
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2. Submitting an Incident 1Q Work Order:
e On the dashboard, locate and select the +New Ticket button
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3. Select the correct category
e Click on the Facilities, Maintenance, Grounds and Warehouse tile.
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4. Choose Archive Records and Create Your Work Order Ticket
e Click on the Archive/Records button.
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5. Create Your Work Order Ticket
e Fill out the following fields

i. Describe Your Issue: Provide details about the records being submitted. For
example- Pick up 3 boxes of permanent records and 3 boxes of archives.

ii. Location/Room Details: Always specify where the files are located or relevant
information where the records are stored.

iii. Attachment: Upload the required archive log detailing the contents of the boxes.

iv. Notify Additional Users: Add any relevant staff members to notify of the work
order status.
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6. Ticket Review Process

e After the ticket is submitted, the work order is now under review with the warehouse
supervisor.

e The warehouse supervisor will review the archive log for accuracy, discrepancies and
missing information.

e |If there are mistakes in the log, it will be returned to the submitter for corrections.
¢ A notification will be sent with notes specifying the required fixes.

7. Scheduling Pickup

e |If the ticket and log are accurate, the supervisor approves the ticket and will assign the
ticket to warehouse staff to schedule a pickup.

e The warehouse staff will schedule a pickup based on workload and availability.
¢ Note: Pickups may take 1-2 weeks depending on the time of year and current demand.
e Make sure boxes are prepared and accessible for the warehouse team.

8. Completion of the work order

e Once the boxes are picked up, the work order status will be updated, and a notification
will be sent to the submitter.

By following these steps, the process for submitting and handling archive records will be streamlined,
ensuring efficiency and accuracy.

Thank you for your cooperation!
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