
How To Update A Ticket

Email notifications will be sent from the Core-CT Help Desk upon initial creation of the ticket and any 
subsequent updates of the ticket. Please check your email for these notifications.  Verify the ticket 
number and title.
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Please note the statement below found in these email notifications… “To provide additional 
information, ...”.  

Scroll to the upper part of the notification email and click ‘Reply’.
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Type any additional information relevant to updating the ticket in the space provided. 
In the ‘Cc’ field, enter the email address for anyone additional to receive this updated 
email response.
Once complete, click ‘Send’. 
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The ticket will be updated and the Core-CT team assigned to the ticket will be notified. 
You will be able to view but not update the status of your ticket through the Service Catalog.


