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ITSS Work Order Requests

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

2. Click on the “Employee” tab.

@ | PIKES PEAK COMMUNITY COLLEGE

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

Reduests

Copy Center & Engraving Requests
Facilities Requests (including keys)
Facilities Report Unsafe Conditions

HR Recruiting

Information Technology Requests
Institutional Effectiveness Requests
Marketing and Communications Reguests

Retention Services Early Alert Request

Room Reservation




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

Requests

Copy Center & Engraving Requ

o

1

sts
Facilities Requests (including keys)
Facilities Report Unsafe Conditions
HR Recruiting

@ation Technology Regquests )

nstitutional Effectiveness Requests

Marketing and Communications Requests
Retention Services Early Alert Request

ROOM RESErnvation

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

o Welcome to the Request System of Insfitutional Effectiveness (IE).
Information Technology Support and Services (ITSS), and Retention
Services (RS)

Please login using your PPCC account credentials (do nof include
PPCCY)

Log In

User Name

$02047880

Password

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

bring up another drop down menu below it.



Help Request

Request Type
nstitutional Effects
¢ [ITSS - Service Desk
Subject

Request Detail

Carbon Copy (Cc:) [l [] Enabled

Location Centennial - F Building

Cancel

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

Help Request

Request Type [ITSS - Service Desk o

Audio/Video & Surveillance

Computer Hardware & Software
Copiers/Scanner/Fax all-in-one (not printers)
Instructions |Deskiop Printer or Scanner (not al-in-one copiers)|
Event & Conference Support pse explain with as.

Subject

File/Data Restore e

Information Reguest | Other Reguest
_ |Network Cablings
Request Detall | o, onace/nuote
Telephones & Smartphones
Web

Carbon Copy (Cc:) [Alberto Teisi - edu | [ Enabled

Attachments

Location Gentennial - F Building

Select Asset

o 'ou may also search for an Asset (Asset number, senial number, network name), or select a Model.

Model

Type
Model

soe

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.

Help Request
Request Type

[Event & Conierence Support ~]

ject |BPS event sel up |
_ N
quest Detail [neeq tables and chairs set up vy

Customer call-back phone number” (-7
Event Date & Time* [o321/19 B [27]:[0 7] Oam @pm
Event Duration* [2_~

locations (if Centennial (A351)
[ centennial (€200 g
[ Rampant (wi19r)

Campus
ROOM" [z
120
(]
Carbon Copy (Ce:) [ | [JEnabiea

Attachments | add File

Location Gentennial - F Building

Save Cancel

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.

Help Request

Request Type [ITSS - Service Desk ~

[Event & Conference Support <

Subject [BRS event set up

Request Detail [nced tables and chairs et up

Customer call-back phone number' frygzomre o
Event Date & Time' [0321/19 B [1ZV]:[00 ] Cam @pm
Event Duration® [2_ 7 [Hrs) ]

Videoconferencing locations (if applicable)

ial (A351)

ial €200 g
[] Rampart (W11er)
Campus*
Room* ,—
[a120 Py
Carbon Copy (Cc:) [ ] []Enabled

Attachments [ agd Fie

Location Gentennial - F Buiding

Cancel

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.



