
Request Tracker-Citizen Training 

To get to the Request Tracker simply click on the Citizen 
Requests button on the homepage of the Town website at 

www.townoffarragut.org 

• If the Citizen has an email address, they will need it to log their request into the Request Tracker System. Once 
the Citizen registers as a new user in Request Tracker, they should be able to check the status of their request, 
as long as they register using the same email address. 

 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

• The Citizen will log in and be able to check on the status of their request or file a new request. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

• To check on the status of your request click on “View Existing Requests” and a page will come up like below. 
• You can view all open and closed requests. 

• If you need to add a comment  to your request click on “Add Comment” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• After clicking on “Add Comment” the below will pull up. It will also show you all the details pertaining to this 
particular request. Type in your comment and select “Submit” 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

• To file a new request just click on the category that applies to you. (Example: High Grass) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

• The Citizen will fill in their concern pertaining to the “high grass”. The Brief Description of the problem and the 
Problem Location. They have the availability to upload a photograph if needed. 

• The Citizen’s information is automatically filled in. 

• The Citizen will then submit his/her request.  
• The Citizen can always come back to check the status at any time. 

• The Citizen will get email updates as well. 

 


