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Requesting Service via the eHelpdesk:
ADJUNCT AND SENIOR FACULTY

The eHelpdesk is for:

Submitting requests for service or information

Checking the status of a submitted request

Closing a resolved request

Requesting temporary desktops and laptops for employees/work studies

The eHelpdesk is NOT for:

Requesting desktops and laptops for events. Technology for meetings and classes
is requested via the AV Request System.

Navigate to http://helpdesk.cambridgecollege.edu

%ﬂ L iﬂ_ htepfhelpdesk, cambridgecollege.edu’ [ % Tor El |E| |53 Google ||.5:l |"|

Enter your log in credentials on the Login Page.

PLEASE NOTE: For Adjunct Faculty, eHelpdesk login credentials are:

USERNAME: firstname.lasthame
PASSWORD: Faculty ID Number


http://helpdesk.cambridgecollege.edu/�
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Usermnmame |adrienne.baker |
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ManageEngine- Copyright @ 2010 ZOHO Corporation, All rights reserved, Help Desk Software by ManageEngine ServiceDesk Plus | 8.0.0

3. Inthe upper left hand corner of the web page, click on the button titled New Incident.

‘ ManageEngine ServiceDesk Plus | |

Cambridge College
e-Helpdesk

Requests | Solutions | My D

Mew Incident |V

N~ “

My Summary
% Pending Requests ‘1

[ Quick Actions | = |
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Select the correct Category from the dropdown. Enter a Subject and Description of your incident.

If the fields do not automatically fill, enter the phone number or email address where you can be reached in the
Home Phone, Cell Phone, or Alternative Email columns.

zhange Termplate
Requests > New Incident Default Request [l]
Jrewiciters 4
Status | Gpen [a]
| Mode * | Weh Form [ |
Priority | -- Select Priority -- [ll Lewel | -- Select Level -- L
Group | -- Select Group -- [i] Technician | -- Select Technician -- M
Requester Details
Mame * [ aker, Adrienne ol fsset | CHKO170X51 2l
Contact number $1174 Department  Information Technology
Job Title IT Office Manager
site | 251 [»]
Category ¥ Ernail - Outlook Client [i]
Subcategory  -- Select Subcategory -- M b
Itern  -- Select Ttern - [»]
Location: | -- Select Location: -- [»] Cell Fhone: |123.456.7690
Home Phone: Student/Faculty/Staff 1D:
Prefer mode of contact: | Email Iv] Alternative Email:

subject * [cajendar not sending invitations

Description =

iZiE] [T W 9o [E= @& ¥

when I create a calendar invite and send to guests, they are not receiving my invitations,

F I B 1 O
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6. (optional) If there are any relevant files to your request (e-mails or screenshots) click Attach File to add an
attachment.

Attachments : Attach file

7. (optional) If you would like others notified of the existence of this ticket, such as a manager or other superior,
enter their e-mail address in the E-mail IDs To Notify field, found underneath the description field.

E-mail Id(s) Ta Natify o

Attachments : Attach file

8. Scroll to the bottom of the page. Click the Add Request button.

Add reguestl Resetl Cancell

You will be sent a confirmation e-mail attesting to receipt of your request and a Ticket Number.
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Contacting the eHelpdesk:

CONTACTING US AFTER A REQUEST IS CREATED

1. Onthe Home page click on the Pending Requests link to see Requests currently being serviced.

I —
[New Incident | V] I: Quick Actions | v :I

% Pending Requests 1
;@ Requests On Hold 0
;_ Requests Overdue 0
% Completed Requests 16
=5
é All Requests 17
2. Select your ticket.
O 1D Subject Requester Name Assigned To Group Dui
O & 18888 test Baker, Adrienne Unassigned - Aug

3. Click the Reply button to send a message to our eHelpdesk technicians.
| Edit | Close | Assign ¥ | Actions ¥ | Reply * |

E“f Calendar not sending invitations Status : Open

Request ID : 122889 Friority : Not Assigned

Request\l Resolution | Work Log | History

Requested by Baker, Adrienne on Aug 17, 2012 11:09 &AM Due Date : Aug 23, 2012 10:00 AM

Subject

Calendar not sending invitations

Description Conversations

En cate a calendar invite and send to guests, they are not receiving my invitations.

| Reply | } Forward |
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4. Add your message in the response window that appears.

& nhttp:/fhelpdesk.cambridgecollege. e du/TnotifyMo dule—Re questimo de=E-Mailftid=1263&not

Reply

[ Close ]

* Mandatory Field

* Subject  |Re: [Request ID :22126322] : tutorial
Description
F I B 1|0

-

]
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|
|
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Thank you for your ticket inquiry.

The HelpDestc does not acceot incoming messages. [n order fo respond fo this
message, please log into the HeloDesk &t the link below and select "Reply”
undemeath the description of your ficket,

Request Link: http-//helpdesk cambridgecollege. edu/VWorkOrder. do?
woldode=view\WO &walD=1263

If vou would prefer to speak with a technician by phone, please call 6178730155 with M

Attachments : | Attach file

Add | | Cancel
5. Attach any relevant files.
6. Click the Add button.
Attach file
] Cancel |

You may also contact the Support Center by calling 617.873.0159 or 800.877.4723 X1159.
The Support Center is available 24 hours a day.

The Support Center will attempt to connect you with a member of the
Cambridge College IT Team during the following hours:
M —F 9am - 10pm
Saturday 9am — 5pm
Sunday 12pm —5pm
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