HELP DESK PORTAL - DOCUMENTATION

The Help Desk Portal consists of the following sections:

1. Navigation Menu Bar 3. User_Profile

)

2. Announcements

Home | Requests Solutions

@) Announcements

Portal
Please refer o this announcement page for any system updates or scheduled maintenance tasks such as server updates or application patches. Any major network outages we will email al staff an addition to using this page. Thank You ust atest
From : Feb 15,2022 10:13 AM - Mar 31,2022 11:18 AM | &) Public Priority -High | Announcement Type : New Service Launched

Vemon Public schools
VCMS and CRS are experiencing power issues at this time

From : Jan 11,2022 01:58 PM - Mar 26, 2022 11:22 AM & Puslic Priority - - Announcement Type - - A
Popular Solutions [More| Quick Links Portal
Q  search Solution
Information Technology Department
Outlook Web App (OWA) - Accessing Email Remotely

l To create a new ticket, click below For the submitted tickets, click below
Work email can be accessed via the links below remotely from computers 860-870-3646

Canon Multifunction Devices CEET CEIED « Please use the portal to Submit help desk requests. I you do not have access to the

This attached document will provide instructions on how to register yo. portal you may submit a request to one of the following email addresses which will
generate a help desk service ticket

NP ORTANT Saye g o any deice you use;especillyfyou use mu Information @vernon-ct.gov

yelogottany youuss especially ity Town of Vemon Website Vernon Pubiic Schools Website

Support@vernonct org
Avaya Telephone Quick Reference Guide

Please open the attachment below and review the Quick Reference Guide. 'VemonPublicSchools.org  Inorder to keep track of service requests it is important that all requests get logged into

our system. When IT staff is approached directly to fix issues and the information is not
Battery Life for Apple Devices logged it may get lost in the shuffle as priofities and resources change.

“Battery life" is the amount of time your device runs before it needs
Security Best Practices @] Thank you

Information Technology Department
6. Security
Best

4. Popular Solutions

5. Quick Links Practices

1. Navigation_ Menu_ Bar:

Home is the main screen of the Help Desk web portal.

Requests will bring you to the menu option you were last on. My Open Requests, My Requests On
Hold, My Closed Requests, All My Requests are the applicable views to use to look at your tickets.

All My Requests B3

‘ Q, kearch Filter

My Open Requests (i—
My Requests On Hold ¢=j—
My Overdue Requests
My Pending Requests
My Completed Requests
My Closed Requests (e—
All My Requests (mt—
Awaiting Approval

Waiting for my update

Updated by me

Solutions opens up the full menu of “self-help” topics. (see Popular Solutions below for additional
information)

l1|Page PLEASE CALL 860-870-3646 WITH QUESTIONS



https://helpdesk.vernon-ct.gov/
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2. Announcements:

When you are logged on to the Help Desk System service affecting messages will be posted to this
section, and will pop up on your portal screen as it is posted.

3. User_Profile - this is where you:

o LogOut
o Change Notification Tones for Announcements

Features below this line — Do Not Use

o Personalize: Please do not change these settings
o Mobile option is not available in regards to:

4. Popular_Solutions: use this section for “self-help” topics by:

Q. sSearch Solution Enter an item in the search bar
Popular Solutions [ More| Click on “More” and “All Solutions” and scroll
through the list.

5. Quick Links: this section provides quick access to creating new tickets, viewing all of your submitted
tickets, and to the Town and VPS websites.

To create a new ticket, click below For the submitted tickets, click below

Mew Request My Requests

Town of Vemon Website Vernon Public Schools Website

VernonPublicSchools.org

6. Security_Best_Practices: this link brings you to the Cybersecurity best practices.

Security Best Practices
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