SPS Help Desk System User Instructions

To sign onto the new SPS Help Desk system simplgsscthe SPS Tech Support

site as you normally would through our school hqgrage and click the link on the
right side of the page under Staff Links.
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Once you're at the Help Desk opening screen, tgp@ur user name and password
as shown below and click the “submit” button.
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Keep IT Simple

Welcome to SysAid!

@
Please enter your login infarmation
User Name: ijsmith |
Password fre |

Forgot your password?
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If you forget your password click on the “Forgeuy@assword?” link, fill in just
your user name and email address and the systémmmall a new password to you.
You can then log into the system and change yossward to whatever you wish,

As always, please choose a password that contambers, letters and preferably
other characters.



There are several end user options on the maierscre
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SysAid HelpDesk

Keep IT Simple

e
Welcome, John!
Experiencing technical problems?

Here, you can find solutions to common problems, and request support (by
submitting Service Requests) from SysAid administrators.

Please choose one of the following:

—_— ? Submit a service request,

_) @ Self service -view common problems and their solutions,
o

é @ View your old service requests.
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Option one is for submitting a new help desk reguesk order.
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Done.
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Category: ‘ Software ¥ || Troubleshoot )
_ (Can't highlight text

I can't highlight the text in my Word document.
o)

Urgency: LCIasswoom

Asset: | Notassaciated fo asset

Remove

Attachments:
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Please fill out just the top three lines.



Number two is a new feature for us — an FAQ seatthere you can look up
answers to common problems. More solutions wilabded.
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Back to Main Page HO’ Logout

Here you can view common problems and their solutions. This list is
maintained by vour SysAid administrators.

Choose a question from the list below:

Network

@ I can't access the Internet.
= My computer won't log onto the network and I can't access my

files.
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It would be beneficial to you to look at these axbme familiar with the solutions in
case you have trouble with your computer. In soases it only takes glancing at a
solution to remind you how to take care of certgpes of problems. If you have a
solution to a problem that's not listed here, péeles us know!



Number three is also a new option to view the stafuyour requests.

You will receive an email confirmation when you suba work order and each time
the work order is modified and/or closed.



Number four is where you can change your usemggttsuch as your password,
screen colors and fonts and email address.

Reminder — only use your Edzone email account. If you aérg trouble with
your Edzone email account please call the RESD Bekk or give me a call if you
can’t get in touch with them.

As always, if you have any trouble using this syspease contact me at extension
4412 (at the high school) or jolson@edzone.net.



