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Reportanissue
Contactingthe Care Team

Things to know

1. Seeyour Company Administrator for assistance with access to the Verizon Partner Solutions (VPS)
Exchange portal

2. Filescanbe attached to the Care Request. The maximum file uploading size is 10 MB for all files
combined per request

3. Filescanbe deleted once uploaded by clicking onthe “x” beside the file

Getting Started

Tocontactthe CareTeam:

1. Clickonthe Supporticononthe header

2. Clickto OpenNewRequest 2 Open New Request

Open New Care Request

Note: Allrequired fieldsare denotedwithan asterisk

After selecting OpenNew Request

Care Request

1. Selectoptionfor What would you like help with? What would you ke help with?* o

2. Input ID or Summary Select “
3. Add Comments to explainwhat youneed assistance with —

4. Add Uploadfies (if applicable) i

5. Add“cc” Emailinformation (if needed) ::jj:zzz:::::2;-1‘;‘;:’9 N

6. Update your Work Phone Number (if applicable) :zjﬂ:f\;‘ up

7. Update your CellPhone Number (if applicable) U&M

8. Click Submit Request [ 9 f—
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Request History

Fromthe Care Worklist, drilldowninto arecord by clicking onthe Request Number link to view additional
details

[ 1. AddComment

- — S ——y =| Addadditionalinformationto the ticketby entering text
(R—— R in the Request History box and click Add Commentto
T post the comments to the ticket

o Note: Comments from the Care Team will be displayed
= in the Posted Comment section

S — 2. Close Comment
W Requestscanbe requestedto be closedby clicking on
= the Close Request button. The Care Team will review

) — the request and close the ticket

Reopen Request

Reopenarequest by clicking the ReopenRequest button, update the request as applicable and resubmit
the request

Are you B0 you want 10 reopon the request?

Status Definitions

Status Details:
*  Open: Request has been submitted

* InProgress: Care Team is working on the request
* Closed: Care Request has been closed
* Re-Opened: User reopened request
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