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1. Login – (Ticket System) 

Use this link to Login ticket system 

https://membersportal.com.pk/helpdesk/ 

 Enter User Name and Password 
(Your user name and password will be sent on your whatsapp number, please ask your user 
name and password from our support team) 

 Click Login 
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2. Dashboard 

1.2.1. View Dashboard 

 Status of all your tickets (requirements / issues) 

 Filter Project wise, Status wise, Date wise, Priority wise and Staff wise  

 

 

1.2.2. View Ticket Description 

 Click button “View” to see line description 

 

  



 

 

3. Generate Ticket 

Menu list  Client  Generate Ticket 

 Select Project + Posting Date + Select Module 

 Select File(s)  i.e. screenshots, excel file etc. 

 Select your Requirement Priority  

 Enter reference if you have any  

 Write your requirement / issue in description clearly. 

 Save 

Generate single ticket for each point get response. 

 

4. Edit Ticket (Can’t Edit After Approve) 

Menu list  Client  Tickets 

 Click “Edit”  (You can also use dashboard to edit ticket) 

 

 Do change + Save 



 

 

 

5. Approve Ticket (Already approved if Admin created the ticket) 

Menu list  Client  Tickets 

 Click Button “Change Status” 

 

 Mark Status “Approve” 

 Save 

 

  



 

 

6. Change Ticket Priority 

Menu list  Client  Tickets 

 Click Button “Change Status”  (You can also use dashboard to edit ticket) 

 

 Click on Priority Dropdown  

 Select Priority  

 Save 

 

 

 

 

 

 

 

 

 

 



 

 

7. Close Ticket 

 

Menu list  Client  Tickets 

 Click Button “Change Status” 

 

 Mark Status “Close” 

 Save 

 

 

  



 

 

8. Inquiry (Tickets) 

Menu list  Client  Inquiry 

 Select Company 

 Project (Optional) 

 Click button “Get Results” 

You can Filter Ticket Inquiry List Status wise and ticket no wise. 

 

9. Add Staff 

Menu list  Staff Management  Add Staff 

 Add staff information 

 Save 

 

  



 

 

10. Edit Staff 

Menu List  Staff Management  Staff List 

 Click Button “Edit User” 

 

 Edit information 

 Click “Update” 

 

  



 

 

11. Assign Project(s) to User 

Menu list  Staff Parameters  Assign Projects 

 See your project list 

 Select project to assign 

 Click “Add” 

 No need to Save. 

 

 

  



 

 

12. Feedback 

Menu list  Client  Feedback 

 Select Staff Name 

 Mark Feedback 
o 1 = very bad 
o 5 = very good 

 Save 
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