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Typographical Conventions 
Before you start using the documentation, it is important to understand the terms and typographical 
conventions.  For more information on specialized terms used in the documentation, see the Glossary at 
the end of this document. 

The following kinds of formatting in the text identify special information. 

Formatting Convention Type of Information 
Special Bold Used to emphasize the importance of a point. 
Emphasis Used to emphasize the importance of a point or 

for variable expressions, such as parameters. 
MENU OPTIONS Used to emphasize items you must select, such 

as menu options or items in a list. 
Buttons Used to emphasize buttons that you must click. 
CAPITALS Used to emphasize names of keys on the 

keyboard, such as SHIFT, CTRL, or ALT. 
KEY+KEY Used to emphasize key combinations the user 

must press and hold down one key and then 
press another, for example, CTRL+P, or 
ALT+F4. 
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Using the Issue Tracking System 

How to Submit an Issue 
To submit an issue: 

1. From the Quick Launch toolbar, click on the VARtek Service Request icon. 

• You can also submit a service request by navigating to http://gss.vartek.com in your browser. 

• The following page will be displayed. 

 
• Note that the Change Password box will only start being displayed the second time you log in. 

2. Enter your User ID and password. 

3. Click Sign In. 

• Your initial password will be temp. VARtek recommends changing this to your current network 
password as soon as possible. 

• The following page will be displayed. 
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4. Enter information in the necessary fields. 

• Fields with asterisks are required. 

• The VARtek serial number should be entered if applicable to assist VARtek in obtaining 
information about your system. 

• The following sample issue illustrates how issues should be entered: 

 
5. Click Submit Issue. 

• The following message will displayed at the top of the window confirming your successful 
submission. 

 
• You will also receive e-mail confirmation of the successful submission that includes the information 

you entered and the assigned issue number. 

• You will also be notified by e-mail of notes added by VARtek and when the issue is closed. 
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How to View Your Issues 
To view your issues: 

1. Click My VARtek in the left side-bar. 

2. Click My Issues in the left side-bar. 

3. Click As Submitter. 

• The following page will be displayed. 

 
4. If you click on an issue's link, you will be presented with the information you entered previously, as well 

as any notes that VARtek has added. 

• If you would like to add a note, provide additional information, or respond to another note, click 
Add Note. 
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