To Submit a Help Desk Request

- Section 1 -

e Open Internet Explorer
¢ In the Address Bar, type in: www.kcclc.org
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e Clickon ‘Launch Help Desk’

I Launch Help Desk |

Enter Network Password 7] x|

In the ‘Enter Network Password’ box, %@ Please type your user name and passward,
Site: 20622713139

Realm Databasze helpdesk.fph

e For the User Name, type: help User Name  [help

e For the Password, type: help Password |

[ Save this password in pour password list

L CI|Ck OK ] 4 I Cancel




Student Services Technology Helpdesk

HELP DESK

> @ Start Call
Clickthis link to make a Help Desk Request
Search/Status
Click this link to check the status of your help request(s) or view previous
calls.
Device and Software
Click this link to search for Devices and view Device Detail and Software
assigned to that Device.

e Click Start Call

Contact the Help Desk Administrator

- Start Mew Call . Search/Status . Dew/Soft . Help Motes -‘

In the ‘Email Address’ box, type
in Your full work e-mail address. - Start Your "Help Request™

Example:
Enter your email address in the field below, & click the "Continue”

jotownsend@kern.org button.
Do Not Hit the Return key on your Keyboard!

Note:
Be sure to “click” on the button Email Address I Example I
‘Continue’ when finished. Jiotonnsend@kem org

Do not hit the Enter button on
your keyboard

Include entire email address, such as:
jsmithi@school k12 caus

Continue

‘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’

- Section 2 -

The Email you entered does not exist in the Help Desk

Note:

PrE— ) , ¢ Database.

If you do not have a ‘Help Desk

account created yet, this will Please hit the back button in your browser and try again in case you made a

. PINE EITor.
page appear: > oping
O, if you continue to get this error message, you can add a new account for

e Click on the New button to yourself by clicking on the "NEW" button below.
setup up an account. NEW



Fill in Your: Type in User information belt;)lméll:en click the "Add New User

e First Name All fields must be filled out properly.
e |Last Name

] User First User Email {Include entire email
e Work e-mail address Name UserLastName . cq)
|Josh ITownsend |jotownsend@kernurg

e Click on the black
dI‘Op-dOWﬂ arrow and If wour location does not appear in the Drop Down kenu below, contact your Help

. Desk Administrator.
select your school site

User Location IExampIe I
[CLCTECH < j)

e Clickon Add NeW User_h Add Mew User I Fesetthis farm | or Return to Start
After you click on ‘Add New User’ Your User Record Has Been
this page will appear. 2> Added

You can now use the Help Desk Solution to Create Help Calls.
o CIICk on Start NeW Ca” Start Mew Call Search/Status DenwSoft Help Motes

Start Your "Help Request”

e Type in your e-mail address
Enter your email address in the field below, & click the "Continue™

that you used when creating your button.
H 1
‘Help Desk’ account Do Not Hit the Return key on your Keyboard!

Email Address

|j0townsend@kern.org

[nclude entire email address, such as:

e Clickon Continue = Jsrmith@school k12 ca Us

Turn the page to go to Section 3
9



- Section 3 -

Be sure to fill out all the required fields

Welcome, Josh. Please fill out fields below then click "Submit Your Request”.

If Josh is not the contact for this call, please enter contact name here:

Other Contact: |
1 | |
Choose priority: I Example I
|EI - 300N -1 can get some work done but | need help soon j
Location where support is needed: |cLC 34th ~|  Room/Bldg:

e

Phone and Ext: |z52-55:0

Do you need to be present when someone comes to help: © Yes & No

Device Description (Eriefly describe equip Ex HP 400 Printer)
[HP 400 Printer ... or Device 1D | if known.

Help Request: Flease write a concise description of the problem below

I am not able to print any of my Word documents.

L

| Submit vour Request I Clear this form | or Returnto Start

e Click Submit Your Request



