Help Tickets

e How To Create A Ticket

e How To Manage Your Active Tickets



How To Create A Ticket

In order to access our ticketing system you may either go to https://stgrsd.org/helpdesk or

https://it.stgrsd.org. Alternatively, you maybe also go to https://stgrsd.org and hover over the Staff
menu, and then select IT Help Desk.
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When you go to either of those addresses you should be greeted with this screen:

@

Login to your account
Login

Password Forgot Password?

Login source

STGRSD v

Remember me

GLPI Copyright (C) 2015-2023 Teclib' and contributors

On this screen you'll type in your district username and password and click on "Sign in"

NOTE: Make sure that the Login source is set to "STGRSD". It's set to that by default.

After that you'll see this home screen. From here you can view all of your tickets, past and present.
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O Tickets
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M Home + CreateaTicket 63 Forms @ Tickets

+ Create a Ticket

Click on "Create a ticket" on the header to submit your ticket.
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M Home + CreateaTicket 69 Forms @ Tickets

+ Create a Ticket ]

On this page you just need to select the Category, Location, and type in the Description and Room.

@ M Home + CreateaTicket 63 Forms @ Tickets

& Home / + Create a Ticket

Describe the incident or request

Type Request
Category *  Laptop

Locations *  ----- i m

Description *

File(s) (500 MB max) 1
Drag & drop your file here, or

Choose Files  No file chosen

Room *

<+ Submit Message

After filling out your ticket, click on Submit Message
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File(s) (500 MB max) i

Drag & drop your file here, or

Choose Files No file chosen

Room *

‘ <+ Submit Message '

After you do that, you will receive an email confirming your ticket confirmation and someone from
the tech team will get in touch with your shortly.
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How To Manage Your Active
Tickets

In order to access our ticketing system you may either go to https://stgrsd.org/helpdesk or

https://it.stgrsd.org. Alternatively, you maybe also go to https://stgrsd.org and hover over the Staff
menu, and then select IT Help Desk.
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When you go to either of those addresses you should be greeted with this screen:
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Once you login using your district username and password, you will be able to access the ticketing
systems home screen.

@ A Home + CreateaTicket 69 Forms @ Tickets

& Home

No form available

© Tickets + Create a Ticket

©® New

O Processing (assigned)
) Processing (planned)
@ Pending

O Solved

@ Closed

W Deleted

On this screen you can click on any of the ticket status fields. In the above picture you can see that
this test account has one open ticket under the "Processing (Assigned)" status. If you click on that,
it'll bring you to this screen:
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Click on the ticket you'd like to view and you'll be brought here:

& Home | © Terets

O This is the test request for documentation! (55) mn
Tickets N
"‘\ Tickets ~
Created: © ¢ minutes agoby & StuDentl o

Statistics

. This is the test request for documentation! Type  Request v
Historical 6 ]
Al Category *  Accounts v i

Status O Processing (assigned)
Locations *  Central Office vim

Room *  IT Officel

2 Actors a ~
Assigned To

& glpi
@ ltems a ~

On this page you can chat with a technician, change the room number, or even cancel your ticket.
Make sure to click "Save" in the bottom right once you're done!
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