
How to open an 
IT Ticket

Medco Global Services



Step 1:
Website

Visit the IT Support Portal

Go to the https://support.medcoglobalservices.com

From there, go to “Sign In” on the top right corner

Should see something like this →

https://support.medcoglobalservices.com/index.php


Step 2:
Logging In (Medco User)

Log in to Your Account

Use your Medco email credentials to sign in securely.

Like your email, your username follows the format of your 
first initial + last name. Do not include 
@medcoglobalservices.com

Should see something like this →



Step 2:
Logging In (Guest User)

Guest User Submission

While you can still submit a ticket as a guest user, it is highly 
discouraged for Medco employees to do so.

Submitting a ticket under “Guest User” should only be done if you: 

- Forgot login credentials 
- Are permitted temporary access
- Other urgent situations where you can’t access the system



Step 3:
Creating your ticket

Upon logging in, you should see your profile and a drop down asking you 
to select a “Help Topic.” Click on the option that applies to your issue the 
best

Include a title to the “Issue Summary” box 

Provide a clear and detailed description of your issue. Include:

● The problem you’re experiencing
● Any error messages
● Attached Files/Screenshots (if helpful)
● The urgency level (e.g., high, low, or medium)

After reviewing your information, click "Create Ticket" to send your 
ticket to IT Support.



Step 4:
Ticket Status 

If you submitted your ticket with your Medco log-in, 
you can always check the status of your ticket at any 
time by going on the top right corner and pressing 
“Tickets (#)” 



Step 4:
Ticket Status 

You will also receive a confirmation email containing 
your ticket number sent to your Medco email address.

It will have an access link as well



Step 4:
Ticket Status

If you submitted your ticket as a “Guest User,” you 
can check your status by clicking “Ticket Status” 
from the home page. From there, you will have to 
input your email and ticket number



IT Support Help Options
We’re always here to help! 

● You can always email helpdesk@medcoglobalservices.com or call the Help IT Desk at 
(443)-283-8104 option 2, especially if it’s an urgent issue

● But it’s highly recommended to submit a ticket through Medco’s IT Ticketing System Portal to 
ensure a more efficient tracking of your request

mailto:helpdesk@medcoglobalservices.com

