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1. Truy cap ing dung Ai+Di - Helpdesk Ticket danh cho user/ Access the Ai+Di - Helpdesk Ticket application for user

M& ng dung MS Teams va truy cap tng dung Ai+Di — Helpdesk Tickets/ Open MS Teams and access to On Smartphone

Ai+Di — Helpdesk Tickets
* DPang nhap vadi phan quyén user / Login as a HelpDesk User

B&m Refresh dé cdp nhét phién ban mdi nhét/ Click Refresh to update to the latest version Truy cdp link dé xem video hwéng

On Laptop, PC dén trén dién thoai
& ¢ Access link to watch tutorial on
smartphone

(i) You're using an old version of this app. Refresh to use the latest version.
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2. Tao mai ticket/ Create a new ticket

< Create HelpDesk Ticket : .
Nhdp Tiéng Anh hay Viét déu duwoc

sTaTUS: NOT STARTED Type English or Vietnamese
e TITLE*
8 cing hu —_— Nhép tiéu dé/ Enter the title
ISSUE CATEGORY#*
Laptop / PC Equipment Issue v |——— Chon logi vén dé/ Choose type of issue
PRIORITY#*
MEDIUM v |—— Chon dé wu tién/ choose your priority
REQUESTER
IT Demo
~ 4 DESCRIPTION®
An dé tao ticket ) A a s _
. i ) 8 ctng hu Nhdap mé ta/enter description
Click to create ticket P / p
ATTACHMENTS
Create HelpDesk Ticket - [& dbcowijpg Ureved X
U Attach file — Nhép file/enter file
View My Tickets
View All Tickets o An dé tao ticket/ Click to submit
> Rty By et &% Email to user & IT notification




3. Xem chi tiét tickets/View the detail of tickets

My HelpDesk Tickets View Ticket

‘El HelpDesk Tickets

NOT COMPLETED

An vao dé tgo nhanh/ D: 58

QiR (D io: 58 Click to quick create demo001 An vao dé edit nhanh/

S5 » _ demo001 Click to quick edit
7 -
[ AN . PRIORITY ASSIGNED TO
‘ MEDIUM Nguyen Trinh Khanh Huy creaTeD: 11/13/2025
CREATED BY: |T Demo

CREATED A MODIFIED MODIFED: 11/13/2025

11!13!20250“ 11/13/2025 3:50 PM mopiReD By:  Nguyen Trinh Khanh Huy

RATING % Y% % W 3%

DELETE EDIT PERCENT COMPLETE

O 0%
An vao dé xem chi tiét/
Click to see details ASSGNED TO
Nguyen Trinh Khanh Huy

A 4

FRIORITY+
Create HelpDesk Ticket

MEDIUM

DESCRIPTION*

View My Tickets

méat mang

View All Tickets

6 View My Key Vault




4. Xem va stra, x0a tickets/View, edit and delete the tickets

o < e @ Chi swra, xda ticket &

NOT COMPLETED COMPLETED trang thai NOT

(o 58 /Only can edit,delete
demo001 ticket at NOT > 58
;;IEE.;LM ﬁ;fl\;é:?rrinh Khanh Huy COMAALEVED et demo001
CREATED MODIFIED
11/13/2025 11:20 AM 11/13/2025 3:50 PM :;E:IEEB;H;;::-SSE%Z:
- W W WX oomeps Nguyen Trinh Khanh Huy
0 @B i el
Click to edit MEDIUM v > Swa dé wu tién/
DESCRIPTION change your priority
mét mang
An dé xéa/Click to > Stra mé ta/ Change your
delete R descripton
There is nothing attached.
U Attach file »  Swra file dinh kem/ Change
your attachment file
An dé hiy/Click to cancel <+—{(_ = ) An d€ update/ Click to update




5. Xac nhan trang thai Tickets/ Tickets Status Evaluation

Truong hop ban thdy van dé da duorc gidi quyét/
If you see the problem has been solved

_ Chi xdc nhan trang My HelpDesk Tickets @
My HelpDesk Tickets @ G 8
N t ai d COMPLETED Q NOT COMPLETED COMPLETED
NOT COMPLETEL ] COMPLETED /Only can change
status value at Did your ticket is resolved? CD o 65 COMPLETED
e 65 COMPLETED b Hu 6 cing
Hu & Cl:rng COMPLETED ta PRIORITY ASSIGNEDTO
PRIORITY ASSIGNED TO . MEDIUM Ngu)‘en Trll'lh Khanh HUY
MEDIUM Nguyen Trinh Khanh Huy — CREATED MODIFED
CREATED MODIFIED 11/16/2025 10:32 PM 11/20/2025 5:36 PM
11/16/2025 10:32 PM 11/20/2025 5:18 PM . RATING * % * * %
RATING oY T Y re— ’ 7 ] ; .
. P ~ \ How satisfied are you with the IT helpdesk service for this
- a m Xdc nhGn IT dd hoan T e
NOT RESOLVED N . Please rate from 1 (very dissatisfied) to 5 (very satisfied).”
» thanh/ Confirm that IT 3 o 61 COMPLETED
I 1o: 61 COMPLETED has completed * * * * * L& may in
Lbi méy in PRIORITY ASSIGNEDTO
PRIORITY ASSIGNED TO . MEDIUM Ngu)‘en Trll'lh Khanh HUY
MEDIUM Nguyen Trinh Khanh Huy Thank you! nearen oBIEED
CREATED MODIFIED ’ 11/14/2025 4:01 PM 11/14/2025 4:03 PM
11/14/2025 401 PM 11/14/2025 403 PM RATING * * * % %
e Ex . ||
2 NOT RESOLVED
Hay/ Cance (ovee)
) b 59 COMPLETED
D io: 59 COMPLETED Demoo11
Demoo11 , " . PRIORITY ASSIGNEDTO
PRIORITY ASSIGNED TO Xac nh(Jn / Conflrm LOow Nguyen Trinh Khanh Huy
LOW Nguyen Trinh Khanh Huy |




5. Xac nhan trang thai Tickets/ Tickets Status Evaluation

Truong hop ban thdy vén dé chua duwoc gidi quyét/
If you see the problem has NOT been solved

My HelpDesk Tickets @

NOT COMPLETEL 1

COMPLETED
(D 10: 65 COMPLETED
Hu & cliing
PRIORITY ASSIGNED TO
MEDIUM Nguyen Trinh Khanh Huy
CREATED MODIFIED

11/16/2025 10:32 PM 11/20/2025 5:18 PM

RATING * * * * T:i'
> |
ID: 61 COMPLETED

L6i may in
ASSIGNED TO

Xa,C nh_an IT Chu‘a Nguyen Trinh Khanh Huy
hOC"n thdnh/ CIICk on [f MODIFIED

the problem 11/14/2025 4:03 PM
ou see
y , * kx Xk Kk X
hasn’t been solved
L

o 59
Demoo11

COMPLETED

PRIORITY ASSIGNED TO

LOW Nguyen Trinh Khanh Huy

Chi xdc nhén trang
thdi @ COMPLETED
/Only can change
status value at
COMPLETED tab

v

Huay/ Cancel

Q

This ticket is not actually completed?
Press YES to change the status back to: 'NOT COMPLETED"

Please update the description with the reason it is not
completed:

van con huw

Xdc nhén / Confirm

My HelpDesk Tickets @

NOT COMPLETED COMPLETED

Trang thdi ticket sé dwgc <= NOT COMPLETED

thay déi/ The ticket’s
status will change

CREATED MODIFIED

ASSIGMED TO

Nguyen Trinh Khanh Huy

11/16/2025 10:32 PM 11/21/2025 9:57 AM

RATING 'iﬁf * * * ‘ﬁf

—
() p: 58
demo001
PRIORITY ASSIGMED TO

) X :n Trinh Khanh Huy
B6 sung mo ta noi

dung ticket/ enter the ssssoem
detail descriptions of % % % %<

the ticket




5. Xac nhan trang thai Tickets/ Tickets Status Evaluation

Truong hop ban thdy vén dé chua duwoc gidi quyét/
If you see the problem has NOT been solved

My HelpDesk Tickets @

NOT COMPLETEL 1

COMPLETED
(D 10: 65 COMPLETED
Hu & cliing
PRIORITY ASSIGNED TO
MEDIUM Nguyen Trinh Khanh Huy
CREATED MODIFIED

11/16/2025 10:32 PM 11/20/2025 5:18 PM

RATING * * * * T:i'
> |
ID: 61 COMPLETED

L6i may in
ASSIGNED TO

Xa,C nh_an IT Chu‘a Nguyen Trinh Khanh Huy
hOC"n thdnh/ CIICk on [f MODIFIED

the problem 11/14/2025 4:03 PM
ou see
y , * kx Xk Kk X
hasn’t been solved
L

o 59
Demoo11

COMPLETED

PRIORITY ASSIGNED TO

LOW Nguyen Trinh Khanh Huy

Chi xdc nhén trang
thdi @ COMPLETED
/Only can change
status value at
COMPLETED tab

10

v

Huay/ Cancel

Q

This ticket is not actually completed?
Press YES to change the status back to: 'NOT COMPLETED"

Please update the description with the reason it is not
completed:

van con huw

Xdc nhén / Confirm

My HelpDesk Tickets @

NOT COMPLETED COMPLETED

Trang thdi ticket sé dwgc <= NOT COMPLETED

thay déi/ The ticket’s
status will change

CREATED MODIFIED

ASSIGMED TO

Nguyen Trinh Khanh Huy

11/16/2025 10:32 PM 11/21/2025 9:57 AM

RATING 'iﬁf * * * ‘ﬁf

—
() p: 58
demo001
PRIORITY ASSIGMED TO

) X :n Trinh Khanh Huy
B6 sung mo ta noi

dung ticket/ enter the ssssoem
detail descriptions of % % % %<

the ticket




6. Xem toan bo ticket/ View all the tickets

HelpDesk Tickets

Create HelpDesk Ticket

View My Tickets

Tim theo tén hodc bat ki théng tin/
Seach by name or any information

Clear filters Search

ID

All HelpDesk Tickets

Select a date...

Select a date... E) |Status

. Find Requester

Tickets title

Status

Requester

Assigned

Created

Modified

Rating

View All Tickets

View My Key Vault
11

74

69

68

67

66

65

Thich cai ticket dep hon

Phét wrién tinh ndng danh gia dich vu

Phat tri€n tinh nang "NOT RESOLVED'

Ticket 04

Ticket 03

Hello

Test cai ticket nha

Super ticket

Hu 8 cing

Ticket 02

COMPLETED

COMPLETED

NOT STARTED

COMPLETED

COMPLETED

COMPLETED

COMPLETED

COMPLETED

Phan Thi Lan Phuong

Phan Thi Lan Phuong

Phan Thi Lan Phucng

Nguyen Son Thieng

Nguyen Son Thieng

Pham Duc Hau

Phan Thi Lan Phucng

Nguyen Duc Anh

IT Demao

Nguyen Son Thieng

W

Nguyen Trinh Khanh Huy

Nguyen Son Thieng

Nguyen Son Thieng

Mguyen Son Thieng

Nguyen Son Thieng

Nguyen Trinh Khanh Huy

MNguyen Son Thieng

Mguyen Trinh Khanh Huy

Nguyen Son Thieng

11/21/2025 9:38 AM

120/2025 3:28 PM

11/20/2025 3:20 PM

11/20/2025 2:53 PM

1111872 10:59 PM

=1
[
(%]

118/2025 2:28 PM

/18/2025 1:49 PM

11/17/2025 1:18 PM

11/16/2025 10:32 PM

11/15/2025 5:08 PM

11/21/2025 9:53 AM

11/20/2025 3:31 PM

11/20/2025 3:30 PM

11/20/2025 2:53 PM

11/20/2025 3:26 PM

11/19/2025 4:35 PM

11/18/2025 3:00 PM

11/17/2025 3:00 PM

11/21/2025 9:57 AM

11/20/2025 2:534 PM
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7. Xem cac tai khoan phuc vu cong viéc/ View all the accounts services

> Loc theo thu tu/ sort
(a HelpDesk Tickets < My Key Vault ”
Search items L Tim kiém theo tén TK/
Search by name

)b 12 OPENAI

Chat GPT - TED

URL: https://chatgpt.com/ > A"n dé xem chi tié,t/

Owner: Nguyen Son Thieng 9 Click to view details

User: aiservices-ted@aidi.world

(%] b 13 M365

Shared Mailbox TED

URL: https://outlook.office.com/mail/

Owner: Nguyen Son Thieng

Create HelpDesk ke |
An dé xem cdc tai khodn
Click to view accounts

User: aiservices-ted@aidi.world

View All Tickets

View My Key Vault

12



7. Xem cdc tai khoan phuc vu céng viéc/ View all the accounts services

View Key Vault

Username

aiservices-ted@aidi.world

Password
*hkhhkrk
o
URL

https://outlook.office.com/mail/

Guidelines =

Cé6 thé Gn dé sao chép/ Click to copy

Username,
Password,
URL link

https://erp.internal.aidi.world/slides/slide/m365-gu

Link hwdng dén st dung tai khodn/
Guideline to use account link

SystemType

M365

Loai hé théng phuc vu./ Type of the system

Note

Luu y dang nhap vai lua chon "Continue with
password" sau d6 vao Shared Mailbox email
aiservices-cgd@aidi.world dé ldy code xac thuc.

Alias

Cdc bi danh cua tai khodn/
The alias of the account

13

SharedWith

74 & f by~ ’
? /: ’:’l" ”//J;I’t “ / !/ ?ﬂi’:’ 1 iil’/’/ 2dhs 4 ’//
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T Y e % 7, % & 4
L8yl 4D /ﬁ/’.ly,/",,/; ’’ ’,}/ fars %0 15 “ghy o5t (185 y eS8,
z,

" 4 > g ” 2 %
s RN T A ST R P R T VR T
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Vic wtd €t O Gogps Plogis o for drn Epptivtn Mty S toer

SharedMailbox

‘) Yes ’

v

Nhitng email dworc chia sé account/
Email that have shared the account




Il. Truy cap ing dung Ai+Di - Helpdesk Ticket danh cho admin (IT)/ Access the Ai+Di - Helpdesk Ticket application for Admin (IT)

Giao dién danh cho admin (IT) / Interface of the admin tickets (IT)

HelpDesk Tickets (El HelpDesk Tickets

Hi|&

Nhén dé xem ticket/
Click to view the tickets

Nhén dé login tai khodn Admin
Click to login as a Admin

Login as a HelpDesk User

TO USER SUBMIT A HELPDESK TICKETS

View My Tickets I

View All Tickets

Login as a HelpDesk Admin

TO ADMIN ASSIGN OR UPDATE TICKETS

View My Key Vault

14



1. Ti€p nhan va x ly ticket/ Receive and process ticket

Chon trang thdi hop ly/

. e Choose the right status
My HelpDesk Tickets () Edit Ticket
NOT STARTED X
NOT COMPLETED COMPLETED NOT STARTED

CreaTeD: 11/13/2025 NOT STARTED
() i 58 CREATED BY: |T Demo
demo001 MODIFIED: 11/13/2025 P N PROGRESS

moniFien By: IT Demo COMPLETED
PRIORITY ASSIGMED TO
MEDIUM Nguyen Trinh Khanh Huw 4 DEFERRED
I R Nhén edit tickets cua user/ STATUS ATING On G
11/13/2025 11:20 AM  11/13/2025 3:50 PM Click to edit the tickets NOT STARTED 1%
RATING ‘ﬁr * fi{ ‘ﬁr ﬁ /

/ PERCENT COMPLETE
® O 0%
ASSGNED TO A \ . .
Nhdp nguoi duoc giao
V> tickets/
Enter the assigner of the
PRIORITY™* .
e tickets
MEDIUM v

DESCRIPTION*
mat mang

Khéng thé update néu ko co
assigner/

LV
Cannot update if the assigner
CANCEL .
is empty

15 -




1. Ti€p nhan va x ly ticket/ Receive and process ticket

Hé théng sé guri mail dén assigner va requester/
The system will send you an email to assigner and requester

assigner requester
1 L]
Your ticket is being worked on & Nguyen Trinh Khanh Huy © S « ~ o
@ Nguyen Trinh Khanh Huy To: IT Demo Thu 11/13/2025 3:51 PM
g To 1T Demo Cc: Nguyen Trinh Khanh Huy

Cc @ Nguyen Trinh Khanh Huy

® This message was sent with Low importance.

J/ Low importance
Dear IT Demo,

Your ticket is being worked on.
There's a ticket info: Dear IT Demo,

ID: 58 Your ticket is being worked on.

Title: demo001 , . .
Description: mat mang There's a ticket info:

Requester: IT Demo ID: 58
Thankyout Title: demo001

Description: mat mang
Requester: IT Demo
Thank you!

This is a MEDIUM priority item, help desk personnel must begin working on this ticket in 4 hours or less to meet the SLA.

This is a MEDIUM priority item, help desk personnel must begin working on this
ticket in 4 hours or less to meet the SLA.

Thank you! ][ What is the status? ][ What is the message? ]

16



2. HO tro user tao ticket/ Create the IT Helpdesk ticket for user

«— o A A 2 A .
:| HelpDesk Tickets < Create HelpDesk Ticket Nhép day du 'thong tm.
Enter complete information

STATUS: NOT STARTED

ISSUE CATEGORY* “
Internet & VPN Client A4
PRIORITY* Nhép email ngudi yéu cau /
e . Enter requester's email
An dé tao ticket MEDIUM v q

Click to create ticket REQUESTER /
e Tran Huynh Duy Thuc v"’ o

DESCRIPTION*

Connect VPN Client on mobile

Create HelpDesk Ticket

View My Tickets

ATTACHMENTS

View B LTEREEs There is nothing attached.

An dé tao ticket/ Click to submit
U Attach file

View My Key Vault e '/
e
17
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