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I. Navigate to MyVITL.net  
 
a) Sign in with your existing username and password. 

 

 

 

 

 

  

  

  

  

  

  

  

  

 

b) From the dashboard click on “New MyVITL Ticket” button.  
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c) Complete both the required fields of Subject and Description. Do Not include Protected Health 

Information (PHI) in the subject line as this information is included in emails which is not secure.   

The subject line will allow up to 255 characters and the description box will allow up to 32,000 characters. 

 

Choose either “Submit” or “Submit & Add Attachment” depending on your preference.  Attachments 

can always be added at a later time. 
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II. Adding Attachments 
 
a) To add an attachment, select ticket from dashboard and scroll down to the “Attachments” 

section.  Select the “Attach File” button.   

 

 

 

 

 

 

 

 

 

 

 

 

b) Select the “Browse” button and navigate to where the file is stored on your system.  Choose the 

file.  Select the “Attach File” button and once the file has uploaded, choose “Done” 
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III. Adding Comments 

 
a) To add new comments to a ticket, select the ticket from the dashboard and scroll down to the 

“MyVITL Ticket Comments” section.  Select the “Add Comment” button. 

 

 

 

 

 

 

 

 

 

 

 

 

b) Add comments as needed and choose the “Save” button.  Your new comments will show in the 

Comments section of the ticket. 
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      c)  Ticket Comments: 

 

 

 

 


