
Log into 
ZenDesk Home 

https://Log into 
ZenDesk Home

Click 'ADD'

Click 'Take it' 
to Assign 

the ticket to 
yourself

Add a 'Requester' 
which is the 

customer’s email

Add a subject - 
customer order 

number and reason 
for sending email

Enter the 
message as 

a Public 
Reply

Submit 
ticket as 

‘New’ then 
‘Solved’

Ticket 
submitted 

successfully
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