
To Submit a HHeellpp  DDeesskk Request 
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• Open Internet Explorer 
 

• In the Address Bar, type in:  www.kcclc.org 
 

 
 
 

• Click on ‘Launch Help Desk’ 
 

 
 
 

 

 

 
 
 
 
On the left side of the web  
 

page, under the  
 

‘Alternative Education Links’,  
 

click Help Desk 

 
In the ‘Enter Network Password’ box, 
 
 
 

• For the User Name, type: help 
 

• For the Password, type:    help 
 

• Click OK 



 
 

 
 
 
‘Section 2’ is only if you Do Not have a ‘Help Desk’ account created 
already. 
 

If you Do have an account setup already, skip ahead to ‘Section 3’ 
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• Click Start Call 

In the ‘Email Address’ box, type 
in Your full work e-mail address. 
 
Example: 
 

jotownsend@kern.org 
 
Note: 
Be sure to “click” on the button 
‘Continue’ when finished.  
 

Do not hit the Enter button on 
your keyboard 

Example 

Note: 
If you do not have a ‘Help Desk’ 
account created yet, this will 
page appear:  
 

• Click on the New button to 
setup up an account. 



 

 
 
 
 

 
 
 

 

 
 
 
 

Turn the page to go to Section 3 
 

Example 

Fill in Your: 
 

• First Name 
• Last Name 
• Work e-mail address 
 
• Click on the black  

drop-down arrow and   
select your school site 

 
 
 

• Click on Add New User 

 
After you click on ‘Add New User’ 
this page will appear.   
 
 
 
 
• Click on Start New Call 

 
• Type in your e-mail address  

 

that you used when creating your  
 

‘Help Desk’ account 
 
 
 
• Click on Continue 
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Be sure to fill out all the required fields 
 

 
 
 
• Click Submit Your Request 
 

Example 


