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SELIA GROUP IT HELPDEKS SYSTEM 

PORTAL USER GUIDE 

Hello. Thank you for reading this guide. We hope you find it easy to understand. 
 

In just 5 minutes you will learn how to request for support, receive and reply to response, and track your support 

request. 
 

1. REQUEST FOR SUPPORT 
  

Here are the steps for you to request for support: 

1. Open your internet browser and type “http://www.seliagroup.com/ithelpdesk/” at the address bar. 
 

 
 
2. You will arrive at IT Helpdesk welcome page. 

 

 

http://www.seliagroup.com/ithelpdesk/
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3. Click on the blue “Open a New Ticket”  button. 

 
 
4. You will arrive at the “Open a New Ticket” page. Fill up the form and click “Create Ticket “. Refer example below: 
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6. Your request has been submitted to our support team. An email from IT Helpdesk will be sent to you shortly. 
 

 
 

 

7. The email sent by Selia Group IT Helpdesk System   will be like this: 
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2. RECEIVE AND REPLY TO RESPONSE 
 

1. When our support staff responded, you will receive a notification email. Click on the blue link in the email. 
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2. You will arrive at the “Ticket Status” page. On this page, you can see the ticket’s status and conversation thread. 
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3. Let’s focus on the Ticket Thread area. This area displays all the conversations between you and our support team. 

 
 

4. You can respond back to our support team using the “Post a Reply” form. 
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5. Ticket thread will be updated immediately and our support team will be notified upon your reply. 

 
 

3. TRACK YOUR SUPPORT REQUEST 
 

1. To track your support request, click on “Check Ticket Status”. Enter your email address and the ticket number 

(refer to email you received from Selia Group IT Helpdesk System). 
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2. You will arrive at the “Ticket Status” page. 
 

 
 

3. Want to check your other tickets? Just click on “My Tickets”. 
 

 
4. Click on the subject of the ticket you wanted to check. 

 
 

 

END OF GUIDE. THANK YOU 


