From the Office of Technology

Proviso Township High School District 209

New HelpDesk Portal Instructions

ATTENTION  ATTENTION  ATTENTION

>>>Though you can still send us a ticket by sending an email to helpdesk@pths209.org or calling 5911, the preferred

method is now to use the HelpDesk Portal.<<<

1) Find the HelpDesk icon on your Desktop and click on it.

2) Login using your Computer Login credentials (E-Mail and password)
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“web help desk Proviso District 209 HelpDesk

o Welcame to the Proviso Helpdesk

In peder to help you, we will need you 1o provide as much information
about the issues you ane having.

Please be sure 1o include the following information in your helpdesk
request

Schoot location:

Classroom | Office location:

Your availability
Dietailed description of the problem

Log In

E-Mail

leyba@pins209.0rg

Password
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mailto:helpdesk@pths209.org

3) Please fill out your information

Request

History FAQs

Messages

Profile

Help Request

RequestType [ 7]

Subject |

Request Detail

Location |

Save ancel

4) Select the Request Type

Request Type

Subject
Request Detail

Location

Help Request

Cart / AV Reguests
Copier/Printer/Toner

Database

Deskiop Issues:

General /Other
Metwork Issues
(0365-Email-WebApps
Phone/Voicemail

Powerschool
Security

Website Requests

User account issues v

Help Request

Request Type | Desktop Issues

v]

Subject

Al

Apple Devices
ions

Request Detail

Other

Printing issues
Software Install - Upgrade

Availability*

i

Roomr @

Attachments

ocatin ¥

5) Please complete each field including Subject, Request Detail and Location

Request Detail

Help Request

Request Type | Deskiop lssuss

v | | Other v

Subject |Cannal Connect to Monitor |

| have a laptop and | want to cennect to my monitor

Attachments

Location

Proviso East

Proviso Math & Science
Select AsselFiI =

o Please select a Model

2|Page



6) Click “SAVE” when you finish

‘ Model | Mot Applicable / Found v

Save Cancel

7) You will be given a ticket number

Thank You!

Your ticket number is 432.
“fou can use the History bution abowve to check the status of your ticket.

An email confirmafion is on its way to jeavallone@pthe209.0rg.

8) You can Track your tickets by clicking on “History”

webhelpdesk  p oyiso pistrict 209 HelpDesk

Request History FAQs Messages Profile

—~—

9) Click on the ticket number to see details, check the status of your ticket or add notes.

Ticket History

Ticket No. | | status [AllActive v | Contains | [ cear || Searn
Na. Date Updated Status Request Detail
422 8/16/18 816718 Open Test Test Test Cannot Connect to Menitor: | have a laptop and | want to connect to my monitor Delete. ..

&€ < titem > ¥

10) Don’t forget top click “Save” if you modify your request.

Ticket 432 ©

Rapori Date B1508 &4 am
Steom Ooen
Lozaton Frovse West
Request Type Desitop e - Ohar
Sabject Tesl Test Tesl Carnel Consect s Mot
Ihie.

ot Dt
anstmen [ ]

Moo, Can Hame toss Taxt
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Additional Information

By clicking on the Profile Section you can keep your information updated.

web help desk Proviso District 209 HelpDesk

Request History Messages

User Profile

*Indicates required fields.

First Name* Heather
Last Name* Caron
E-Mail* hcaron@pths209.0rg
Secondary E-Mail i ]
Phone 708-338-5920
Phone 2

Location Proviso Math & Science ¥
Time Zone America/Chicago ( CDT )

Save
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