
Customer Portal 
 
The Customer Portal website is located at http://customerportal.sos.state.mn.us/
 
To access the Customer Portal website you will need to know your Customer ID and your 
Email address. Your Customer ID is assigned according to the organization you work in. 
 
 

 
 
After a successful login you will see a screen with your first name in the upper right hand 
corner and a list of previous support request tickets will be listed in the center. 
 
 

 
 
 

http://customerportal.sos.state.mn.us/


To create a new ticket click on the little page icon titled “Submit a new ticket”.  
 
 

 
 
 
 
This is what your screen should look like when you click on “Submit a new ticket”. 
 

 
 



The Synopsis should be a one sentence summary of the issue, yet descriptive enough for 
the support staff to get a good idea of what the problem is. Select your Product 
Application from the drop down menu. Once that has been selected choose a 
“Component” from the drop down menu that best relates to area in the application you 
need assistance with.  
Note: The Component drop list will be blank if you have not first selected a 
“Product:Application.” 
The Detailed Description field is where you add as much pertinent, detailed information 
as you can to assist in troubleshooting for an expedited resolution. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If you would like to attach a screenshot of the issue, save it to your computer and from 
here select the Browse button to locate it, highlight your file and click ‘open’. 
 

 
 
 
 
 
The Severity of the ticket is determined using the following criteria: 
 

1  Critical  

Needs immediate resolution or work around. Cannot 
proceed with primary job function or resolution. 
Single User System down. Enterprise-wide 
interruption or similar degradation of service. System 
or Application down. Large population of users 
affected.  

2  Urgent  
Needs priority attention for resolution. Hinders job 
performance. Creates insurmountable hardship for 
user or small subset of users.  

3  Serious  
Technical and Process type questions. Single user 
issue. Affects small subset of users yet primary job 
functions can be performed.  

4  Minor  Does not need priority attention, but needs a 
reasonable effort put forth for a resolution.  

 
 
 
 
 
 
 
 
 
 



 
 
 
After submitting your new ticket you will automatically return to the My Tickets page. 
Here you will see the new ticket in your list of support tickets. If you need to submit 
additional information to that ticket or any other existing ticket you simply click on the 
Ticket ID #. 
 

 
 
Type in your new information and click on the “Add Comments” bar. 
 

 
 
 
 
 
When complete, either close your browser or click the “Sign Out” link located at the top 
right corner of your screen. 
You will then receive an auto-generated Email with your support ticket number stating 
we have received your support request. A technical analyst will respond either via email 
or by phone. 


