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This guide offers a step-by-step process to set up rules, automate tasks, and
customize workflows, helping improve productivity and ensure timely notifications.
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2  Select "System".
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3  Select "Rules".
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4  Select "Add New" to add a new rule.
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Rule Name Description

Select Select Select

This rule sets the technician on a ticket based on the defaull technician field on

I pe Default Technician Rule
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5  Select "Edit" to edit an existing rule.
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6 Enter a name for the rule.
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This rule sets the technician on a ticket based on the default technician field on the ticket type.
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7  Add a description of the rule.
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Rule Name Ticket Type Default Technician Rule

Description [This rule sets the technician on a ticket based on the default technician field on the ticket type.
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8  Select an event from the list that will trigger the rule.
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Add a priority for the rule as they will process in priority order (#1 being the
highest priority).
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This rule sets the technician on a ticket based on the default technician field on the ticket type.
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10 Drag a "Condition Field" into the conditions area.
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11 Select a field from the list.
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12 Choose whether the field is "one of" or "not one of" from the list.

& veme © COND ™

ashboard = Home > System Properties > Rules > Edit HQA1 X2 101QA1 @ [+
— - o

CONDITION FIELD b

8 imports

B Reporls >

Priority *
L Assets 2
T Studenis > — Conditions
1l Locations >
L 1
o) - H i
= HelpDesk > ield * |
- E Field Site xwv|i
OR ] i
‘t'- Parts > i | operator*
N . ! L One Of X v
i 4
B mvoices > LGl X QAHS v
I
i
|
i

. Sett
#it Ssystem
— Actions
L Assets P oo eoeoooeeoooooaooooooo .
8 s E Action Assign Ticket Type Technician X v E
ACTION FIELD 1 [ 1
CES | @ 0o )
| i
e H
X Pans
B — Notifications =

13 Select the options that you wish to include in the condition. You can select
multiple options.
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14  You can add multiple conditions.
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15 You can select whether you want multiple conditions to be met an "and"
conditions as well as "or" conditions.
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16  Drag the "Action Field" into the action area.
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17 Select an "Action" from the list.
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18  Select the options that meet the desired action from the list.
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19  You can add multiple actions to a rule.
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20 Drag a "Notification" into the notifications area.
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21 Select the type of notification and the users to receive the notification from the
list.
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22 Select "Save".

| ——

H QA1

2 o1 QA1

i

(o3

& emoe
Home > System Froperties > Rules > Edit
OR
AND

L Assets

CONDITION FIELD
= Students

1l Locations >

2 HelpDesk >

— Actions

ACTION FIELD

— Notifications

NOTIFICATION

88

UPSRIcEE One of X v

Sitefs) *

X QAHS v

)

Assign Ticket to Queue X v

Ticket Queue * HS Queue ik

T e T e e A S T 2 T AL R 1
H 1
i Action* Send Update Email to Queue Technicians XV E
H i
' '
' '
' '
B e R e e S e e e S e ]

12



