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Agenda

Signing up in the Customer Portal

Logging in in the Customer Portal & 
Resetting your Password

Filing a new ticket

Managing tickets

Logging out of the system
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This document serves as a User Training Guideline,
provided by Engagement Factory, to help you get started 
with Ticket Service Hub. It includes a full step-by-step 
guideline on how to use the ticket service system 
(support.engagementfactory.com).

Goal

http://support.engagementfactory.com
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Contact admin (emea_support@blend360.com) if you 
have any trouble.

Also have a look at out instruction video: 
(www.support.engagementfactory.com/knowledge/onboa
rding-ticketing-system). 

Before you get started 

mailto:emea_support@blend360.com
http://www.support.engagementfactory.com/knowledge/onboarding-ticketing-system
http://www.support.engagementfactory.com/knowledge/onboarding-ticketing-system
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Sign up
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Go to www.support.engagementfactory.com and click 
Register here.

http://www.support.engagementfactory.com/
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Fill in your business email address (use 
a team email address, so all of your team members 
can access the ticketing portal via the same 
account)

•At least 8 characters long
•Lower & Upper letters
•Number
•Symbol
Save your password that includes:

The confirmation message will be shown if 
the submission is complete.

Save your password that includes:
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If you submit your, you will receive email address 
verification email. Click Confirm to verify your email.
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Log-in



10

Go to support.engagementfactory.com and log-in with 
your email and password.
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If you forgot your password, type your email to reset your 
password.



12

If you submit your email to reset the password, you will 
receive password reset email. Click Reset Password and 

save your new password.
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If you experience any troubles, click Contact the admin.

If you have 
trouble, Click Contact 
the admin.

It redirects you to send the 
email to
emea_support@blend360.com.

mailto:emea_support@blend360.com
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File a New 
Ticket
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Click New Tickets to file a new ticket.
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Fill in your name.

Email address will be automatically filled-in

Check the right category relevant to your 
ticket.

Specify the level of urgency needed on the 
ticket.
Specify the technology you are using (the 
technology the ticket applies to).

The confirmation message will be shown if 
the submission is complete.

Provide a detailed description of the issue or 
request.

Upload a file/image to support your issue or 
request. (Please do NOT share any sensitive 
data).

Provide the ticket name (a short summary of 
the request or issue).
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Technology

Fill in the fields to file a ticket.

Product issue Billing issue

Feature request General inquiry

Category

HubSpot Salesforce

Oracle Others

High Medium

Low

Priority
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Fill in the fields to file a ticket.

Product issue
Problems with your product. Issues with functionality, 
bugs, errors, or any other issues that prevent from 
using the product

Category

Billing issue
Issues with payment, invoices, subscription plans, or 
any other billing-related matter

Feature Request
New features or improvements to the product. 
Enhancements to existing features or new feature 
proposal

General Inquiry
Questions or concerns that do not fall into other 
categories. Questions about company, procedures, or 
any other inquiries
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After submitting a new ticket, you will receive a confirmation 
email in your inbox.
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Manage 
Tickets
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Select Tickets to see the list of the tickets you have raised.
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Click on the ticket to check its details.​
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The conversation of the open ticket is shown in the ticket.
You could write a response to keep the conversation 

moving.
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You will receive the email once you get a reply from support 
team emea_support@blend360.com.

The conversation is updated in the ticketing system as well.

mailto:emea_support@blend360.com
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You could reply to the email to keep the conversation 
going.

It will be updated in the Service Hub accordingly.
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Ticket 
Update 
Reminder 



27

If there has been no update or response for 3 days from last activity date,
you will receive the email from: Blend <ticket owner email address>.

This is your Ticket Name

You will receive the reminder from your 
ticket owner

This is your Ticket ID
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Log-out



29

Click Log out to log out.
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Click Sign in to log in again. Click return to the home 
page to go to knowledge base article page.
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Thank you

www.blend360.com

Columbia, MDCorporate Office
800-768-0494
toa@blend360.com

10221 Wincopin Circle,
3rd FloorColumbia, MD 21044
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