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WordPress	Support	Plus	is	a	feature	on	CPD	websites	that	will	better	organize	requests	from	
Conference	Planners	to	the	Marketing	department.		The	following	is	a	step-by-step	guide	to	using	the	
program.	

Accessing	WordPress	Support	Plus.			
	
Visit	http://support.cpdtoronto.ca	and	enter	your	username	and	password	to	access	the	back	end	of	
the	site.		Your	username	is	your	first	name,	all	lowercase;	if	you	forget	your	password,	you	can	reset	
it	by	clicking	the	link	beside	‘Forgot	Password?’		
	

	
	

Status	of	Submitted	Tickets	
	
You	will	be	able	to	all	of	your	personal	ticket	requests	in	the	first	tab	after	you’ve	logged	in.				
	
Note	the	colour	scheme	for	submitted	tickets:	Red*	(open/unresolved)	Yellow	(Pending/in	progress)	
and	Green	(Closed/resolved).	
	

	
	
*Event	planners	can	change	the	status	of	their	own	tickets	by	selecting	the	applicable	ticket	and	
clicking	the	“Change	Status”	button.		This	is	especially	helpful	in	cases	where	multiple	versions	of	
programs	are	received	in	quick	succession.			Do	NOT,	however,	delete	a	ticket.	

	 	



Steps	to	Submitting	a	New	Ticket	
	

1. Select	the	“Create	New	Ticket”	tab	after	
you’ve	logged	into	
http://support.cpdtoronto.ca	

	
2. Begin	your	subject	line	with	the	course	

code	(eg.	SUR1601).	
	

3. Enter	your	request	in	the	text	box.		
	

4. Categorize*	your	request	and	provide	a	
deadline	when	prompted.	

	
5. Select	Your	Submission	date	and	

desired	date	for	completion	(deadline).	
	

6. If	necessary,	attach	any	files	(eg.	Word	
documents,	graphics	request	forms,	
etc.)		

	
7. Click	‘Submit	Ticket’	when	finished.	

	
	
	
	
You	will	receive	a	standard	acknowledgement	email	following	your	submission,	and	a	notice	once	
your	ticket	is	closed.	

	
*Ticket	requests	are	automatically	routed	based	on	Category.		See	below	for	routing	rules.		

	


