How to Create a Request for Service in CA

1. Open your Internet browser and type in the following address
http://helpdesk.xula.edu, which should bring you to the following screen:

A Unicenter Service Desk - Login - Microsoft Internet Explorer provided by - Xavier University of Louisiana
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Another option is to select Online Resources from the Xavier Home Page, then

click Online Help Desk
A ONLINE RES OURCES BannerWeh - financial records, access grades, and
more!
Bannereb Banner Client Self Training Sessions
Blackboard Blackhoard
Brio Web

Campus Directony
Building Services (TMA)* - request a repair or service

Credit Union - Xavier University Employee Credit Union
Campus Directory - find an office or employee

Faculty & Staff Traning Center - training and professional development opportunities
Frequently Asked Questions (FAQ) - look here if you have questions

Information Technology Center - Xavier network information

Kronos *- time management

Library Online Databases - electronic journals

-Online Help Desk- Knowledge base for Technology at XU

Pass-Port- Louisiana Education databhase

FPersonal Calendar - try this new service!

Online Payment
Webmail




Type in your Webmail username and password to enter into the system. You
should see the following screen:
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I @ Service Desk contact information and hours of operation

Submit Knowledge
Look up my existing Requests
You have 0 open requests
You have 3 closed requests
You have 0 open change orders
OR - If you know the number, please enter:

A request number: OR a change order number:
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3. At the top right hand side of the screen, click on Create a New Request and the

following screen should appear. It is strongly recommended that you do a search
in the Knowledge Base before creating a request. The search will return a list of
documents related to your issue.

//helpdesk.xula.edu:8080 - Search Knowledge Base - Microsoft Int... Q@@
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Search Knowledge Base OK || _cancel

We recommend you try searching for a solution before opening a request.
Enter keywords below and press OK to search the knowledge base.
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4. Ifyour search does not produce any results, inside of the page, click on the link
“Click Here to Create a New Request” to proceed with creating your request.

] Unicenter Service Desk - Microsoft Internet Explorer provided by - Xavier University of Louisiana
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Search for a solution using keywords *
[Windows xP |[Search || Advanced Search | ResetSearch |

Searched for 'Windows XP"

No Documents found. Click here to create a new Request
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5. The Request Detail screen will now appear. You must include your phone
number, email address, description of your problem and the priority (impact on
business). The requested area field can be left blank. Below is an example of a
completed Request.

A 11212 Request Detail - Microsoft Internet Explorer provided by - Xavier University of Louisiana
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Reported by
HelpDesk, HelpDesk
Phone Number Email Address

000-000-0000 helpdesk@xula.edu

Priority (required) Request Area

1-Hour ¥
Request Description (required)

[This is only a test.
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6. If you have any attachments that you would like the helpdesk to review along
with your request, click on the Attach Document button at the top of the screen.
When the box appears, click on the Locate File button. On the next screen, click

on Browse to locate the file on your computer.

‘A http://helpdesk.xula.edu:8080 - Attachment Detail - Microsoft In... [- |
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Logged in as: HelpDesk HelpDesk
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Click the Locate File button to search for the file you wish to attach.

OR
Specify a Web Page address and click the Save button.

web Page

&) 4 Internet

A http://helpdesk.xula.edu:8080 - File Upload - Microsoft Internet Explorer provided by -... E
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File Upload
J Browse...
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_ a Enter or select file for upload. ® Internet

Click on the browse button and navigate to the file on your computer. Once you
have located the file, click on Open in the window and then click OK on the File

Upload window to close it.



Choose file

Look in: I (@ Desktop

My Recent
Documents

My Documents
My Computer -
Iwise1On BIO...

-

My Network
Places

Logged in as: HelpDesk HelpDesk (Logout)

File Upload
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=~ Acrobat.com
Adobe Reader 9
@Banner 2000 Production
QMozilla Firefox
DD wifi_files
@E-mail
EMac wireless
v ifi_files
(E] windows Vista Wireless
(E] windows XP Wireless
XUwirelessNetworkAccess-MacOSXv2

XUwirelessNetworkAccess-WindowsXPv

XUWirelessNetworkAccess-WindowsVistav 1
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@ Enter or select file for upload.
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On the top right hand side of the window, click on Save and Close to complete the

attachment.

Logged in as:

HelpDesk HelpDesk (Logout)

File Upload Result Save and Close
Status
Upload Successful
&] Done & Internet




7. On the Request Detail screen, click on Save at the top right hand side of the
screen to complete your request.

3 11212 Request Detail - Microsoft Internet Explorer provided by - Xavier University of Louisiana
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Reported by

HelpDesk, HelpDesk
Phone Number Email Address
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Priority (required) Request Area

Request Description (required)

This is only a test.
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8. You will get a pop-up telling you that your request has been saved and you will
also see a Request Number within the pop-up also. If you should call the ITC
Helpdesk about your request, please have this number available.

Microsoft Internet Explorer ’i

: ' : Save Successful - Request 11212 created

OK




9. You can check the status of your ticket at anytime by logging back into the Online
Helpdesk. On the right hand side of the screen, you will see a menu titled Look

Up My Existing Request, click on open to review an open request or click on
close to review an old request.
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Search for a Solution

Request Support
Search for a solution using keywords:
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[ Go
Submit Knowledge
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You have 1 open requests
You have 3 closed requests
You have 0 open change orders

OR - If you know the number, please enter:

A request number: OR a change order number:
[ I |

Announcements

(Show All Announcements)

&] You have 1 open requests @ Internet

iy start I} Document2 - Microsof...  /Z§ Unicenter Service De...

10. To log off the system please click on Logout to exit the Online Helpdesk.



