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1. INTRODUCTION 

The purpose of this document is to give step by step instruction for the End-Users to Create 

New Ticket, Check the ticket Status and Reply the Ticket in NBSE Helpdesk. 

 

2. TICKET STATUSES  

Status Description  

OPEN 
When a new incident is created, the status by default will be in 

Open State 

ACKNOWLEDGED 
When the status is in acknowledge, it means that support team 

have acknowledge and received the incident ticket. 

INPROGRESS 
When a workaround is in progress of the request the incident 

will be to in-progress status. 

RESLOVED 

When a helpdesk or support team workaround completed on 

issue request has been set to resolve. However, if the end-user 

are still not satisfied or issue is not resolved, then the end-users 

can still re-open the ticket by posting a reply. 

CLOSED 
The closed status is more or less the same with Resolved state, 

only different is end-users cannot re-open the closed tickets. 
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3. HOW TO CREATE NEW TICKET? 

STEP 1 : Go to NBSE Helpdesk Link: https://helpdesk.nbsenl.edu.in/ select “Create New 
Ticket” 
 

 
 

STEP 2 : Fill all mandatory and necessary information, select appropriate Help Topic from the 

drop down list, give brief summary of the issue and detail summary in the detail section. Once 

the information is filled, click on Create Ticket. 
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STEP 3 : On successful creation of ticket, user will receive an email with ticket number and 

other detail. Refer the sample email below:- 
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4. HOW TO CHECK TICKET STATUS & REPLY A TICKET? 

In order the check the ticket status, user must have the Ticket Number and registered email 
ID in the helpdesk portal. Once a ticket is created successfully ticket number will be emailed  

the register email ID. Refer the screenshot below;- 

 

STEP 1:  Go to https://helpdesk.nbsenl.edu.in/ and click on “Check Ticket Status” 

  

 
 

 

STEP 2: Enter the Email ID and Ticket Number, click on View Ticket 
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STEP 3: It will re-direct to Ticket View Page, users can Post a Reply to the ticket using the Post 

Reply Text box. Refer the screen shot below 
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5. How to Register in NBSE Helpdesk 

5.1. Register 
Go to https://helpdesk.nbsenl.edu.in/ click on Sign in > Create an account  

 
 

Enter the Registration details as show below 
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Enter your desired password and click on register. 

 
 

Registration Confirmation  

 
 

Check your email and activate your account. 
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5.2. Email Not Received for Account Activation/Confirmation 
In case if user did not received email for account confirmation, kindly check in the SPAM or 

JUNK Inbox of your email. 

However, if the email is still not received use the Password Reset Option to activate your 

account. 

 

5.3. Password Reset 
Refer the screenshot below:- 

LINK : https://helpdesk.nbsenl.edu.in/pwreset.php 

 
 

Confirmation Message 

 
 

Check email in the SPAM or JUNK 
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