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Creating a support ticket

Support tickets are used to contact Green Trail Hosting about billing questions, service issues, and
other support requests. Before opening a ticket, log in to your billing and support console. See
the Logging into Billing Portal guide for detailed login instructions.

Open the Tickets Page

From your dashboard, find the navigation bar across the top of the page. Select Support, then
choose Tickets from the drop-down menu.

BGreenTail

Services Domains Order~ Support~ Documents  Affiliates John Doe =

My Account Tickets

Knowledge Base

Client #1502

John Doe 1 1 o
The Apple Orchard Invoices Domains Tickets
1313 Adams Drive

Cincinnati, CO 98765 US

Invoices
John.Doe@TheApple.org
Open@ | Closed
(444) 144-1414 (Mobile Phone) pen @ @ © Make Payment ¥
Invoice # Amount Paid Due Date Billed Date Due v Options
#' Change GTH202607221 $15.00 $0.00  $15.00 Jul 22, 2026 Aug 05, 2026 ©Pay ~ v
There are no additional Active @ | Pending @ | Suspended @ | Deleted @ Y
contacts.
Domain Term Registration Date v Renewal Date Expiration Date Options
+ Add Contact TheApple.Org  1Year @ $17.00  Jul 22, 2026 Jun 22,2027 Jul 22,2027 & Manage v
Services
Your account is not set up for &%
automatic payment. Change
this? Active @ | Pending @ | Suspended @ | Canceled @ Y
Package Label Term Date Created v Date Renews Options
Credits: $0.00 Website Hosting ~ theapple.org  1Year @ $120.00  Jul 22,2026  Jul22,2027 £ Manage v
© Add Credits "
Transactions
Approved @ | Pending @ | Declined @ Y

You have no Approved Transactions.

Pending @ | Approved @ | Expired @ Y

The Tickets page will open and display all support tickets associated with your account.

B GreenThail
Dashboard ~ Services Domains Order ~ Documents  Affiliates John Doe ~
My Account

Open@ | Closed @ © Open Ticket Y

There are currently no tickets with this status.
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Open a New Ticket
Select the Open Ticket button.
You will be asked to select one of the following ticket types:

e Billing Ticket — For billing, invoice, payment, or account-related questions.
» Service Ticket — For questions or problems involving one of your services.

Please select the ticket type that best matches your request. Choosing the correct type helps us
route your ticket appropriately and address your issue as quickly as possible.

Tickets
Billing Service
Issues regarding billing are taken care of here. Issues regarding domains, web hosting, and other services are handled

here.

Complete the Ticket Draft

After selecting a ticket type, the ticket draft window will open.

BGreenTrail

Dashboard ~ Services Domains Order v Documents  Affiliates John Doe ~

My Account

Open Ticket

Enter Summary
Priority

Medium v
Related Service

None v
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X Drop files here to upload or Click to select files

v Add Recipients

© Open Ticket
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Complete the available fields:

e Title: Enter a clear summary of your question or issue.

e Priority: Select the appropriate priority for the request.

* Related service: Select the service associated with the ticket.

¢ Details: Describe the issue and include as much relevant information as possible.

The more information you provide, the easier it will be for us to understand and investigate your
request. You can also upload files or images that show the issue.

Adding Other Recipients
The Add Recipients option is useful when you are part of an organisation and want additional

people included in the ticket correspondence. Any recipients added here will be copied on messages
related to the ticket.

Submit the Ticket
Review the information you entered, then select Open Ticket.

Your new ticket will appear on the Tickets page. You will also receive an email confirming that the
ticket was opened successfully.

We aim to respond to all support tickets within 48 hours.
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