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1. Overview 

This user guide manual is created to provide the Requestor on how to navigate 

their account to the new IEMOP Central Ticketing System.  

2. Public Tickets 

This is where you submit tickets if you do not have an account in the CTS. 

o On your web browser’s address bar, input http://cts.iemop.ph/submit-

public-ticket and hit Enter on your keyboard. 

 

 
 

o Input Name 

o Input Company 

o Input Position 

o Input Email 

o Input Mobile Number 

o Input Subject 

o Input Message 

http://cts.iemop.ph/submit-public-ticket
http://cts.iemop.ph/submit-public-ticket
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o Upload Attachment/s (Optional, Any file format except .mp4, .mp3, .exe 

and other executable files with maximum 10MB only). 

 
o Check the I’m not a robot recaptcha. 

  

 

 

 

o Click the Submit Ticket button and success message will appear. 
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3. Login as Requestor 

o On your web browser’s address bar, input http://cts.iemop.ph/ and hit 

Enter on your keyboard. 

o Input the Username and password 

 
 

o Click the View Password icon to show your password. 

 
o Click the LOG IN button and you will be redirected to dashboard.

 
 

http://cts.iemop.ph/
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4. Dashboard 

4.1 Recent Tickets 

o Click any ticket to redirect to that specific ticket. 

o Click View All to redirect to Tickets page. 

 
 

 

4.2 Dashboard Notices 

o Click any notice to redirect to Notice Description page 

 
 

o Click View All to redirect to Notices page. 

 

 

4.3 Quick Submit Tickets 

o Select Request Type from the dropdown. 

o Input Subject from the text field. 

 
o Input Message from the text editor field. 
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o Click the Submit Ticket button  

 
o Success message will appear at the top. 

 
 

5.    Notices 

 

5.1 Search Notice 

o Input keyword on the Search Notice text field. 

o Click the Search button. 

o Click the Reset Filter button to go back to the default list. 
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5.2 Read More/Read Less 

o Click the Read more text link to show the whole content of notice.  

 
o Click the Read less text link to show the shortened length of content. 

  

6.    Submit Tickets 

 
 

o Click the Submit Ticket on the sidebar. 

o Select Request type from the modal selection and the system will generate 

ticket ID. 

 
o Click the Select New Request to change request type and it will open the 

request type pop up. 
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o Input Subject on the subject text field 

 
 

o Input Message on the text editor field 

 
 

o Click Attach files to upload optional files (any file format except .mp3, .mp4, 

.exe and other executable formats). 

 

 

 

 

 

 

 

 

o Click Submit Ticket and success message will appear. 
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7. Ticket History 

7.1 Ticket List 

Ticket List contains two tabs: Open & Closed. 

o Open tab contains all tickets that is currently Open or In Process. 

 
 

 

o Closed tab contains all tickets that is already Closed, Cancelled or Invalid. 

 

a. Filter Tickets 

o Select Request Type in the dropdown. 

 
 

o Input keyword on the search text field. 

 
o Click the search button. 
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o Click the Reset Filter button to reset all filters and go back to 

default list. 

 

Note: You can filter search results by request type only, by keyword 

only or by both request type and keyword. 

 

b. Filter Date 

o Click the date range picker to display date range. 

o Select date range from the date picker. 

 
 

o Click Apply button to apply date range filter. 

 
 

o Click the Reset Filter button to reset all filters and go back to 

default list. 

 

Note: You can mix filters by including request type, keyword or date 

range only. 
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c. Download PDF / Print Report 

 

o Click the download icon to download PDF list. 

o Click the print icon to open print options. 

 
 

7.2 View Ticket 

This is where you will see the ticket details of your request. 

 
 

 

 

 

 



 
IEMOP Central Ticketing System  
User Guide Manual 

 

13       

 

a. Cancel Ticket 

Note: You can cancel your request if the status is still open and no 

moderator have sent reply to your request. 

o Click Cancel Ticket in the View ticket’s page. 

o Confirmation message will pop up and click Proceed button and 

success message will pop up. 

 

 

 

 

 

 

 

 

b. Submit Reply 

Note: You can only submit reply if a moderator has sent reply to you. 

o Input message on the text editor. 

 
o Click Attach files to optionally upload attachment/s (Any file 

format except .mp4, .mp3, .exe and other executable files with 

maximum 10MB only). 

 
 

o Click the Submit Reply button and success message will appear. 
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c. Rate Service 

Note: You can only rate moderator service if he/she has already sent 

final reply to you to close your ticket request. 

 
 

o Select rating represented by stars. 

 
o Click the minus (-) sign to reset the rating. 

 
o Click Submit Rating button and confirmation message will appear. 

o Click Proceed button and success message will pop up. 

  

 

o It will display the rating you submitted. 

 
 

 



 
IEMOP Central Ticketing System  
User Guide Manual 

 

15       

 

d. Message Thread 

 

This will be the conversation between the requestor and moderator. 

o The green highlight represents the moderator reply. 

o The blue highlight represents the moderator reply 

 

e. Download Attachment/s 

Note: If a conversation has file attachment/s, you can optionally 

download each file or download as a zip. 

o Click any file attachment to download. 

 
o Click Save All to download all attachments as zip. 

 

8. Notifications 

 

Note: Whenever there’s a new notification, it will pop up on the bottom left of 

the screen. 
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8.1 Mark All as Read 

o Click the notification icon near My Account to open notifications. 

 
o Click Mark all as read to change the read status of notification. 

 

8.2 View Notification/s 

o Click from the list of notification to redirect to specific one. 

 
 

o Click Show all notifications to redirect to view notifications page. 
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9. Global Search 

o Input keyword on the search text field and hit Enter. 

 
o The filtered results with matched data shall display. 

 


