
Marketing Ticketing System
User Tutorial

This complete guide will assist in the navigation 
of the Marketing Ticketing System. This guide 
includes:

•	 Step by step instructions on how to submit 
a ticket

•	 How to track your ticket & communicate 
with the Marketing Team

•	 How to view your open tickets



Submitting A Ticket

Step by step instructions on how to submit a 
Ticket on the Marketing Ticketing System

•	 www.52fss.marketing



Step 1:
Ticketing System Website 

To Submit A Ticket
•	 Please go to                       

www.52fss.marketing
•	 Click “Submit a  Marketing 

Reuqest Ticket”
•	 **Please Notice***              

The Marketing Department 
requests a 60-Day Lead Time. 
This allows the Marketing   
Department time to create 
the advertisement, produce 
the advertisement, and 1 
month + of advertising for the 
event.



Step 2:
Select Your Facility  

Note
•	 Please select your     

correct facility.        
•	 Marketing is selected as 

an example



•	 Note the “Quick Help” section on the top left corner of the page. Please 
read this thoroughly as it will help guide you in making a proper entry into 
our system.

•	 Name: Enter the name of the individual submitting the request.
•	 Email: Enter your email or any additional emails of persons who would like 

to receive proofs. Please separate each email with a comma. 
•	 Event Date: Enter the date of the event. Not the day you are submitting 

the Ticket. 
•	 Target Audience: Please choose as many that apply. These modifiers 

will ensure the best design and promotional presentation for your event.    
Generating more awareness and maximum exposure. 

•	 Direct Phone Number: We ask that you submit the best phone number for 
a Marketing staff member to reach you for additional questions, DSN is    
preferred.

•	 Sponsorship Required: If you are requesting sponsorship for your event 
please select “Yes”. The Commercial Sponsorship Coordinator will contact 
you once the Ticket is submitted. 

•	 Subject: Is for the name of your event.
•	 Event Details: Please enter as much information you feel is helpful, this      

includes:
•	 Date 
•	 Time 
•	 Location
•	 Prices

Step 3:
Information for Ticket



Step 4:
Production Options  

•	Printing Options
•	We have 7 separate sections to accommodate your printing needs. Each 

option has it’s own drop down selection with every available printing    
combination. 

•	Under each option please input the corresponding quantity. Keep in mind 
that printed materials are not your only advertising option. 

•	Try to be selective and try to be aware of which advertisements were most 
effective and which ones were left behind. 

•	Additional Comments:
•	Is for anything else you would like the Marketing Team to know, ensuring 

proper communication.
•	If you selected Commercial Sponsorship in the “General Information       

Section” please input more information about the event.
•	Attendance Projection
•	Event activities/details
•	What sponsorship would be going towards. For Example: Prizes, Medals/

Trophies, Offset Costs
•	Any useful information to sell the potential sponsor on the event

•	Attachments
•	This option should only be used to add additional informative files, that       

includes word documents with your specific phrasing, additional logos,   
photos or previous poster designs. 

•	If you have found a photo online that aligns with your specific vision for the 
advertisement please attach it here.

•	Click “Submit Ticket”



Reminder
•	If you do not receive 
a confirmation email      
within a few minutes, 
please check your Junk or 
Spam folders! 

•	If you still do not receive 
an email, contact the  
Marketing Department.  

Step 4:
Ticket Confirmation



Tracking Your Ticket 
& 

Communication 

Step by step instructions on how to track 
your ticket & communicate with the 
Marketing Department



Ticket Received
•	 After you submit a    
ticket, the email shown 
on the left, will be sent to 
the email(s) you entered 
in the ticket. 

•	 This email states that the 
Marketing Department 
has received your ticket 
& is starting to work on it. 

Step 1:
Marketing Response

Hello Facility Name,

Thank you for submitting a work request “Ticket Request Name Here” to the 52dFSS Marketing 
Department.  We will begin working on your project so you can get promotional materials in a timely 
manner.

If we have any questions on the information you submitted, we will contact you.  

Tracking ID: XXX-XXX-XXXX

<https://www.52fss.marketing/email-template/spacer10.gif>
<https://www.52fss.marketing/email-template/spacer10.gif>
Marketing Request Status: New

Event Details will be shown here.

<https://www.52fss.marketing/email-template/spacer10.gif>
<https://www.52fss.marketing/email-template/spacer10.gif>
You can follow the actual status and/or the history of this ticket here:



Step 2:
Missing Information 

Missing Information
•	If your ticket is missing any 
necessary  information, 
you will receive the email 
shown on the right.  

•	Simply reply to the 
email to respond to the         
Marketing  Department 
with the information        
requested.

Hello Facility Name,

Marketing has updated the work request with the subject “Ticket Request Name Here”.

Tracking ID: XXX-XXX-XXXX

<https://www.52fss.marketing/email-template/spacer10.gif>
<https://www.52fss.marketing/email-template/spacer10.gif>
Marketing Request Status: Waiting Reply

Thank you for submitting a ticket with the 52d FSS Marketing Department. We would love to start 
working on your project, howeve we are missing some important information. 

Please provide us with:
1. Information Needed
2. Information Needed
3. Information Needed

V/R
Marketing Department Staff



Step 3:
Ticket Proof

Proof
•	 Once the                  
Marketing  Department 
has created a proof 
of your ticket you will        
receive the email shown 
on the left. 

•	 The proof will be          
attached in the email.

•	 Please review the proof 
and reply to the email 
with any changes.

•	 If the proof is               
satisfactory, please       
reply with your consent 
to continue production 
as soon as possible.

Hello Facility Name,

Marketing has updated the work request with the subject “Ticket Request Name Here”.

Tracking ID: XXX-XXX-XXXX

<https://www.52fss.marketing/email-template/spacer10.gif>
<https://www.52fss.marketing/email-template/spacer10.gif>
Marketing Request Status: Waiting Reply

Dear Facility Name,

Attached is a proof created per your submitted ticket. Please double check the dates, times, costs, details, 
and any other information listed for corrections  before approving. Upon your approval we will begin 
printing your requested items.

Thank you!

V/R
Marketing Department Staff



Step 3:
Ticket Complete 

Ticket Complete
•	Once the Marketing     
Department has printed 
the ticket, you will receive 
the email shown on the 
right. 

•	Please pick up your prints 
within 2 days of receiving 
this email. 

Hello Facility Name,

Marketing has updated the work request with the subject “Ticket Request Name Here”.

Tracking ID: XXX-XXX-XXXX

<https://www.52fss.marketing/email-template/spacer10.gif>
<https://www.52fss.marketing/email-template/spacer10.gif>
Marketing Request Status: Waiting Reply

Dear Facility Name,

Your support ticket has been completed and is ready for you to be picked up! 

Please use the final and correct image to post to your Facebook page for a wider customer reach!

Our office is open Monday through Friday, 0800-1530, Bldg 126, second floor

V/R
Marketing Department Staff



Viewing Open Tickets

Step by step instructions on how to view 
your open tickets in the Ticketing System.

Hello Facility Name,

Marketing has updated the work request with the subject “Ticket Request Name Here”.

Tracking ID: XXX-XXX-XXXX

<https://www.52fss.marketing/email-template/spacer10.gif>
<https://www.52fss.marketing/email-template/spacer10.gif>
Marketing Request Status: Waiting Reply

Dear Facility Name,

Your support ticket has been completed and is ready for you to be picked up! 

Please use the final and correct image to post to your Facebook page for a wider customer reach!

Our office is open Monday through Friday, 0800-1530, Bldg 126, second floor

V/R
Marketing Department Staff



View Open Tickets
•	 Go to 52fss.marketing
•	 Enter Tracking ID
•	 The Ticket Tracking ID 
can be found in any 
of your emails from the          
Marketing Department. 

Open Tickets Option 1 



Open Tickets Option 2 

View Open Tickets
•	Go to 52fss.marketing
•	Click “View My Open 
Tickets”

•	Once again click “View 
My Open Tickets”

•	Enter the email address 
used to sumbit tickets

•	Check the “Send me all 
my tickets”

•	This option will send 
you an email to all the         
tickets you have submitted    
(under the corresponding 
email) & the Tracking ID



Questions?

Please reach out to the Marketing Department 
DSN 452-6466


