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SASD Helpdesk Tutorial (revised 2/16/2010)
To better server your technology needs, the SASD IT Department has updated the existing HelpDesk system (HD.) This new helpdesk is faster, and includes a new look.
Log in:
1. Go to SASD website and click the Helpdesk button as usual. [image: image2.png]Help Desk




2. You will then see a page similar to this:

[image: image3.png]i Favorites | 5 (@ Suggested Sites v ] Web Slice Gallery ~

<= @ v Pagev Safetyw Tookw @~

1@l Home Spoaner e Sehost i T

7z Spooner Area Signed in as mccumbert@spooner.k12.wius, sian out

School District

Home

There are no current senvice outages atthis time.

For help with an IT issue you are experiencing, please complete the form below.

‘Summary:
Description B
Category: -
Optional Attachment clear attachment
‘Submit Request

You do not have any open help requests right now





3. Note: A green “All Systems Stable” (above) indicates all server and network systems are operating normal.  A red text (below) will indicate something has broke or is considered a major outage. Yellow text (below) will indicate that something isn’t quite working right, but only affects a small number of people.  Should your problem be related to a larger network problem there is no need to enter a help desk request.
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4. To enter a helpdesk request, you have two options. 
a. Option 1: Email your request directly to the helpdesk. 
i. The email address is helpdesk@spooner.k12.wi.us.  
ii. Hint:   add this to email address to your Outlook contacts.
iii. The Email Subject is your Problem Subject and the Body is your problem.
b. Option 2: Enter via the Helpdesk software.
i. Enter your network logon and password and click login.
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There are no current senvice outages atthis time.

Complete the form below to get started.

Usemame:

Password:

Please sign in to create a new help request

Please sign in to view your open help requests





5. Once logged in:

a. Create a HelpDesk request for the IT Staff to receive. 
b. Summary: Brief title of problem 
c. Description: an explanation of problem (more detailed the better)

d. Category: This option helps us categorize problems for a quicker response from the proper personal. [image: image7.png]i Favorites | 5 (@ Suggested Sites v ] Web Slice Gallery ~
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6. Submitted HD requests are displayed in help requests. You can also add additional comments to the problem or even close it yourself if you solve the problem on your own.
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New help request created, the IT administrator has been notified

Ticket #1074: Laptop Freezing

‘Submited 2010-02-16 @ 02:02 PH by Tucker McCumber

My laptop is not working right, it keeps locking up. Have tried to reboot

Category: not provided
Comments
1. Add comment
‘Optional Attachment: dlear attachment

(L Submit Comment | s e reques reatea, e 7 amisator has been e

Signed in as mccumbert@spooner k12 wius, sicr out

If this issue has been resolved, you

can close this request.

Close Request

Open help requests

Laptop Freezing
Ticket #1074 — opened on 2010-02-16 @ 02:02 Pt

Closed help requests

Arc Explorer
Ticket #543 — closed on 2009-12-10 @ 0526 PH

HS-C29-20 HDD Fail
Ticket #643 — closed on 2009-11-09 @ 01:52 PH

Reghost HS-C29-05
Ticket #6544 — closed on 2008-11-08 @ 08:21 Al

Hold Print on Copier Not Wo.
Ticket #642 — cosed on 2008-10-27 @ 11:05 Al

Test Ticket
Ticket #576 — closed on 2009-10-05 @ 02:11 PH





7. When a HelpDesk issue has been resolved/fixed, you’ll receive an email notification of it being closed. To view a closed HD issue, click on the right side of the HelpDesk under “Closed help requests”.
