
TICKET SYSTEM
GUIDE & SELF HELP MANUAL

www.tickets.satruckbodies.co.za



Before we go any further

ALL WEBSITE CHANGES/ADDITIONS OR REQUESTS MUST BE SIGNED OFF BY A DIRECTOR. NO EXCEPTIONS WILL BE MADE WITHOUT DIRECTORS SIGNOFF

PLEASE ENSURE THAT THE CORRECT PERMISSIONS ARE IN PLACE WHEN PUTTING ANY REQUESTS THROUGH THE SYSTEM.

ALL REQUESTS, BIG OR SMALL, MUST GO THROUGH THE TICKETING SYSTEM.

NO PHONE CALLS ARE ALLOWED AT ALL, UNLESS UTTERLY NECESSARY.

ALL SHOWS AND EVENTS TAKE PREFERENCE OVER OTHER MARKETING MATERIAL.

No Ticket, no job
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Sign up & Sign in

How to:

Step 1: To register or Sign In, plaese 
             click on “Log A Ticket”

Step 2: If you have not registered, 
             please click on Register Now, 
             otherwise skip to step 4.

Step 3: After filling your details and 
              ticking on the “I am not a 
              robot” box, you may register 
              now.

Step 4: If you already have already 
              registered, continue to fill in 
              your details and “sign in”

Step 5: After you have signed in, click
              on “New Ticket” to begin the
              process.
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When logging a ticket, remember:

Box A
This section requires your details as the person
logging the ticket.

Box B
This section requires details of the person
authorising the ticket. This is a manager, or a 
director you report to.

A B

Sign up & Sign in
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How to:
Step 1: After filling in your contact
             information, you have to
             choose the job type. In this
             case it will be Company
             Stationary.

Step 2: Click on the drop down to
             choose your print type. 

Step 3: After filling in the details as
              required, agree to the terms
              and tick the “I’m not a robot”
              box, and submit your ticket.
              You will receive a ticket
              number thereafter.

Company Stationary

This process is the same with all print jobs
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Business Cards Order

Which Option SHould You Choose?

Option 1: After filling in your contact
                information, you have to
                choose the job type. In this
                case it will be Business
                Cards. THIS IS IF YOU ARE
                ORDERING A SINGLE BUSINESS
                CARD.

Option 2: If you are ordering mutiple
                  Business Cards, please click
                  the “Bulk Business Card 
                  Template” button.  
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Business Cards Order

How to:

Step 1: After clicking on “Bulk Business Card
            Template”, your PC will automatically
            download an excel sheet, which you 
            should use to add multiple business
            cards’ details. Do not skip rows.

Step 2: After filing in the excel sheet, continue
             with Job Type as “Company Stationary”
             and there after, choose your Type of
             Print to be “Business Cards Bulk”.

             Upload the Excel Sheet by clicking on
             attach file. There after, tick the two boxes
             below labled, “Terms” and “I’m not a
             robot” and submit your ticket.
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Corporate & Gifts

Notes:

Step 1: After filling in your contact
             information, you have to
             choose the job type. In this
             case it will be Corporate
             & Gifts.

Step 2: Fill in the relevant details. Step 3: After filling in the details as
              required, agree to the terms
              and tick the “I’m not a robot”
              box, and submit your ticket.
              You will receive a ticket
              number thereafter.
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Notes:

All graphic related requests should have a ticket number, which you will get after logging in a ticket. 
For any other technical issue, you may contact the Web Master (Gareth)

Marketing Material

Web & Social Media

Notes:
Step 1: After filling in your contact
             information, you have to
             choose the job type. In this
             case it will be Marketing
             Material

Step 2: Fill in the relevant details. Step 3: After filling in the details as
              required, agree to the terms
              and tick the “I’m not a robot”
              box, and submit your ticket.
              You will receive a ticket
              number thereafter.

Step 1: After filling in your contact
             information, you have to
             choose the job type. In this
             case it will be Web & Social
             Media

Step 2: Fill in the relevant details. Step 3: After filling in the details as
              required, agree to the terms
              and tick the “I’m not a robot”
              box, and submit your ticket.
              You will receive a ticket
              number thereafter.
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Other

Notes:

Give us as much details about your request as possible. If there’s an image of what it looks like, it’s
even better.

Step 1: After filling in your contact
             information, you have to
             choose the job type. In this
             case it will be Marketing
             Material

Step 2: Fill in the relevant details. Step 3: After filling in the details as
              required, agree to the terms
              and tick the “I’m not a robot”
              box, and submit your ticket.
              You will receive a ticket
              number thereafter.
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