
 

 

 

Submitting and Viewing Issues in Helpdesk  

 
Submitting Issues to Helpdesk 

1. Accessing Helpdesk 

a.   ���‘���ƒ�…�…�‡�•�•�����‡�Ž�’�†�‡�•�•���ƒ�–���–�Š�‡�����‹�‰�Š�����…�Š�‘�‘�Ž�á���–�›�’�‡���ò�Š�‡�Ž�’�†�‡�•�•�ó���‹�•�–�‘���›�‘�—�”���™�‡�„��
browser 

b.      To �ƒ�…�…�‡�•�•�����‡�Ž�’�†�‡�•�•���ƒ�–���–�Š�‡�����‹�†�†�Ž�‡�����…�Š�‘�‘�Ž�á���–�›�’�‡���ò�•�•�Š�‡�Ž�’�†�‡�•�•�ó���‹�•�–�‘���›�‘�—�”���™�‡�„��
browser 

c.       ���‘���ƒ�…�…�‡�•�•�����‡�Ž�’�†�‡�•�•���ƒ�–���–�Š�‡�����Ž�‡�•�‡�•�–�ƒ�”�›�����—�‹�Ž�†�‹�•�‰�•�á���–�›�’�‡���ò�‡�Ž�Š�‡�Ž�’�†�‡�•�•�ó���‹�•�–�‘���›�‘�—�”��
web browser 

2. Initial Setup:  
a. The first time you access Helpdesk logged in to a computer with your 

username and password, you will be prompted to fill out some information 
b. Fill out your Name, E-Mail address, Extension, Department and Building;  
c. Then click Submit.  If you leave the information blank, you will be prompted 

to fill it out every time you submit a problem. 
d. Click on Main Menu and you should be at the default screen 

3. ���‘���•�—�„�•�‹�–���ƒ���’�”�‘�„�Ž�‡�•���…�Ž�‹�…�•���‘�•���ò���—�„�•�‹�–�����‡�™�����”�‘�„�Ž�‡�•�ó 
4. Your info should be filled in automatically 
5. Select a category from the drop down list 
6. Type in a Title (Basic Description) 
7. Type your problem in Description 
8. ���Ž�‹�…�•���‘�•���ò���—�„�•�‹�–�����”�‘�„�Ž�‡�•�ó 

Viewing  

1. ���‘���˜�‹�‡�™���›�‘�—�”���…�—�”�”�‡�•�–���’�”�‘�„�Ž�‡�•�•���…�Ž�‹�…�•���‘�•���ò���‹�‡�™�����”�‘�„�Ž�‡�•�����‹�•�–�ó 
2. You can see a list of Issues that you have submitted, their date, and their status.  

There are three status categories, Submitted, Pending and Closed. 
3. If you wish to see notes on the issue, or the solution, click on the title 

HelpDesk Building Addresses  

HS �� http://helpdesk  
MS �� http://mshelpdesk  
Elementary �� http://elhelpdesk  


