OSTICKET TUTORIAL

Note that this can only be done if you are a registered member of CSF Couriers. To
register with us Click Here

Creating Ticket - Requesting Curbside Pickup

In this tutorial, we will be showing you how to create tickets from your dashboard. In this example we
will be looking at creating a ticket for curb-side pickup. This service allows customers to receive their
packages in the comfort of their vehicles. Follow these steps to make this request:

Login
1. Goto csfcouriersltd.com/members
2. Login to the customer dashboard
a. Enter BoxID. Eg T-1234
b. Enter Account’s Password
c. Click login
3. Oryou can Login with Amazon once you have an Amazon account
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LOGIN TO MY CSF DASHBOARD

Enter your box id * L€ a

Enter your password * fg<€—b
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Forgot Password ?

Fig 1 Login



https://csfcouriersltd.com/registration
https://csfcouriersltd.com/members/

4. Click on “Open A Ticket”
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é MY BOX ID : T-28653 - JANE DOE @ wrseor g OPEN ATICKET O ComMENTS o

MY PRE-ALERTS MY INVOICES
ACCOUNT HOLDER NUMBER OF PRE-ALERTS LATEST INVOICE DATE
JANE DOE 0
TOTAL INVOICES AMO!
DELIVERY LATEST PRE-ALERTS usb

CENTRAL OFFICE PICKUP
Add Pre-Alert > More Options >

More Options >

More Options >

Fig 2 (A)-Creating Ticket

5. Click on “Open a New Ticket in the Support Centre

CSF Couriers L

CSF Couriers Limited

JANE DOE  Profile Tickets (37)

M  Open a New Ticket  Tickets (37)

Open a New Tickel

Please fill in the form below to open a new ticket.

Email: rahelbeautiful@hotmail.com
Client: Jane Doe | T-28654

Help Topic *

| General Query ~

Ticket Details

Please Describe Your Issue

Issue Summary =
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Details on the reason(s) for opening the ticket

Fig 2 (B)-Creating Ticket

6. Select the Help Topic “Curbside Pickup”

CSF Couriers Limited

CSF Couriers Limited

JANE DO

A  OpenaNMewTicket Tickets (37)

Open a New Ticket

Please fill in the form below to open a new ticket.

Email: rahelbeautiful@hotmail.com
Client: Jane Doe | T-28654
Help Topic *

General Query h

— Select a Help Topic—

Curbside Pickup

Damaged Items
Deliveries
Empty Package
General Query 1
Inveice/payment Query
Requested Pickup at Central
Restricted Items

Scheduled delivery query
Status of my Package\s
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Fig 2 (C)-Creating Ticket




7. Enter Curbside Pickup request for issue summary. See Fig 2 (D)

8. In body of the ticket, state the details of the item such as Name, BoxID, Description, Invoice
Number and Weight of package. See Fig 2 (D)

9. After entering all necessary information, click on “Create Ticket” as shown in Fig 2 (D):

Ticket Details

Please Describe Your Issue
Issue Summary *

Curbside Pickup Reguest
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Good Day,
[ would like to request Curbside Pickup for the following package:

Name: Jane Doe

BoxID: T-28654

Item: Clothing

Invoice Number: HAWB2243542
Weight: 2lb

Estimated Time of Arrival (ETA): 2:30 PM
Car Registration Number: PBX7854

Thank \;ou.|

Fig 2 (D) Ticket

You will then receive an email stating that your ticket has been created. A CSF rep will then attend to
your request.



When a ticket is created on your behalf by a CSF Agent

- When a ticket is created on your behalf, you will get an email stating the following:

CSF Support <noreply@csfcouriersitd.com>
Wed 9/16/2020 8:26 AM
To: You

DO NOT REPLY TO THIS EMAIL!
Dear JANE,
Qur customer care team has created a ticke on your behalf, with the following details and summary:

Topic: IT Support/Assistance
Subject: Unable to update Profile

Good Day,
Customer is having issues updating profile.

Regards,
CSR.

If need be, a representative will follow-up with you as soon as possible. You can also

FIG3

- Torespond or track this ticket, you simply click on “View the ticket’s progress online”. See FIG
4 below:

CSF Support <noreply@csfcouriersitd.com>
Wed 9/16/2020 8:26 AM
To: You

DO NOT REPLY TO THIS EMAIL!
Dear JANE,
QOur customer care team has created a ticket, n your behalf, with the following details and summary:

Topic: IT Support/Assistance
Subject: Unable to update Profile

Good Day,
Customer is having issues updating profile.

Regards,
CSR.

If need be, a representative will follow-up with you as soon as possible. You can also

Limited T

FIG 4




- By clicking that link, you will then be redirected to the ticket on our support site where you can
now post a reply. See FIG 5:

CSF Couriers Limited Sign In, Guest User

CSF Couriers Limited

A OpenaMew Ticket  View Ticket Thread

(D @I.ooking for your other tickets?

or register for an account for the best experience on our help desk.

Unable to update Profile

#031478 & Print
Basic Ticket Infermation User Information

Ticket Status: Open Mame: lane Doe | T-28654

Department: Customer Service Email: rahelbeautiful @hotmail com

Create Date: 16/09/2020, 8:26 am Phone:

RESPONSE AREA
To best assist you, we request that you be specific and detailed * /

JAME DOE posted 16,/09/2020, 8:26 am

Good Day,

Cusfomer is having issues updating profile.

Regards,
CSR.

# | Created by [l] R. Thorpe 16,/03/2020, 8:26 am
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This is a test response

Posts reply

Used to cancel reply

N

& Drop files here or ch

Reset button removes anything typed in the response section

FIGS




- After successfully posting a reply, you would be notified on the OSTicket Page and an email will
also be sent to user. FIG 6 shows success note and FIG 7 shows email the user receives:

@ Message Posted Successfully

Looking for your other tickets?
@ @ or register for an account for the best experience on our help desk.

Unable to update Profile
#031478

Basic Ticket Information User Information

Ticket Status: Name: Jane Doe | T-28654
Department: Email: rahelbeautiful@hotmail.com
Create Date: Phone:

@ JANE DOE posted 1

Good Day,

SUCCESS NOTE

Customer is having issues updating profile.

Regards,

CER

# | Created by i R. Thorpe 16/!

@ JANE DOE posted 16/

This is & test response

=

020, 11:07 am

(D) Message Posted Successfully

To best gssist you, we request that you be specific and detailed =
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FIG6

CSF Support <noreply@csfcouriersitd.com>
Wed 9/16/2020 11:07 AM
To: You

Dear JANE,
Your reply to support request #03147

Your C nited T

FIG7




