
 

ITSS Work Order Requests 

1. Login to myPPCC using your S# and password. 

 

2. Click on the “Employee” tab. 

 
 

3. Scroll down to find the “Requests” box. 

 

 

 

 

 



4. Select “Information Technology Requests” within the Requests box.

 
5. Log in to the Request System using your PPCC account credentials. 

 
6. In the “Request Type” drop down menu, choose “ITSS – Service Desk.”  This will 

bring up another drop down menu below it. 



 
7. In this drop down menu, choose which specific request that you need. 

 
8. Depending upon your choice, another drop down menu may pop up. 

9. Continue on, choosing more specifics in the next drop down menu. 

 

 

 

 



10. You can add text in the “Subject” and “Request Detail” box.   

 
11. There are also options to add files and attachments to aid in your request. 

12. The Location should already be auto-populated. 

13. You may also include Model information of your devices in the box at the bottom of 

the screen. 

14. Once all the specifics have been entered, click on the “Save” button. 

 
15. A confirmation screen will pop up and you will also be sent an email stating that 

your ITSS ticket is open. 
16. Once the request is completed, you will receive an email stating that your ITSS ticket 

has changed and is closed. 


