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Login to Web Strategies 
Support Center
1. Enter your network login in the User-
name and Password fields.

2. Click the Login button.



Create New Request
1. Add a phone number in extenstion 
format (i.e. 4-1234) or full format (i.e. 503 
494-1234).

2. Provide a short description, or subject, 
for your ticket.

3. Select your user type.

4. Add the link address in the URL field of 
the site you are helping with.

5. Add more description about the issue 
including the steps you took, the expected 
result, the actual result, or similarly de-
tailed information regarding the issue.

6. Click the Save Request link at the bot-
tom to log the issue in the system.



Create New Request
If you saved the issue correctly, you will 
see a confirmation message. If you forgot 
something, you will see an error message 
and notification of what needs to be cor-
rected.



View Your Requests
You can see requests you submit on the 
View My Requests tab.

A. Watch the Current Status column to 
see what is happening with your issue. 
Status can be Open (no one has started 
working on it), In Progress (a support 
member has started investigating the 
issue), Awaiting Feedback (a support 
member needs information from you to 
continue), On Hold (there is something 
prevent further progress on the issue) or 
Closed (there is nothing more to do with 
the issue, usually because it is resolved). 
You can double click the Issue Summary 
for a ticket to open it up.

B. The support center tickets use an iden-
tifier (e.g. HELP-3193) to uniquely log the 
issue. This is how a support member will 
identify any issue sent. You can click on 
the identifier to open up the issue.

C. You can see when an issue was last 
updated.



Email Notification
You should receive notification in your 
email that summarizes the issue in the 
support center format. Keep this email 
until the issue is closed.

A. You can click on the unique issue id 
(e.g. HELP-3193) which links to the ticket 
system.

B. You can click on the summary title of 
the issue, which links to the ticket system.



Login to JIRA
Login Address:
https://webtools.ohsu.edu/jira/

When you first arrive at the ticket system, 
you will likely be asked to login.

A. You can click on the login link in the up-
per right of the screen to get to the login 
screen, OR

B. You can click on the login link in the 
body of the message to get to the login 
screen.

1. Use your network ID and password in 
the Username and Password fields.

2. Click the Log In button to login.



View Ticket in JIRA
When you see the ticket, you will notice 
the title of the issus at the top with the 
menu and details down below.

A. You can see a lot of ticket details, 
including all of the information you submit-
ted and what the status of the ticket is.

B. You can see who is assigned to help 
out with the issue.



View Ticket in JIRA
A. You can add files and screenshots to 
help better show what the issue is.

B. You can reply to questions in the Com-
ments section and track the conversation 
that has gone on between others.


