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Reference Manual: Spiceworks Help Desk

This manual has been developed to:

1) Introduce you to Spiceworks Help Desk

2) Show you how to Log in

3) Show you how to create and submit help requests

4) Show you how to check help requests that have been submitted

For issues or questions on using Spiceworks, please contact marka@northschuylkill.net
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Reference Manual: Spiceworks Help Desk
Introduction

e Spiceworks is an online helpdesk that will allow you to create and submit Help Requests
(a.k.a. service tickets) for IT assistance.

e Please continue through this reference manual to learn how to Log in and use Spiceworks
Help Desk.

Continue to Page 3
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Reference Manual: Spiceworks Help Desk
Part 1: How to Log in to Spiceworks

e Step 1. To locate North Schuylkill’s IT Help Desk, click the link on the NS website for
Spiceworks, or type in http://spiceserver/helpdesk

e Step 2: To Log in, type your NS email address in the box (See Figure 1 below).

e Step 3: Click the Login button (See Figure 1 below).

= North Se* _ywill School District IT Help Desk - Windows ..~rnet Explorer
1 w8l hittp: /fspiceserver fhelpdesk Pview_as_Liser=true w4 X

U g |78l North Schuyikil School District 1T Help ., -8 & Pagevd

North Schuylkill School District
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Ta begin plea‘_;g B L Ema—“ ﬂ(qsf - Other infarmation
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Vigw vour cloged halp i 1
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Figure 1
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e The Create a new help request screen opens. This is where you create your help
requests (See Figure 2 below, and continue on to Part 2 to learn how to create requests).

/= Narth Schuylkill Schoal District IT Help Desk - Windows Internet Explorer

) - [@nttp:ispiceserver hepdeskvien_as_user=irue o 4l [
Fle Edit View Favortes Took Help
W | North Schuykd Schodl District IT Help ... | | -8 - &-

Welcomea azmmeman@northschuyikillnel, notwy®
North Schuylkill School District

Welcome to the IT Help Desk

Create a new help request > Other infarmation

To create a new help request please fill in the summary and the description balow, then click “Submit” View vour closed help requests

From: azimmerman@northschuylkillaet, 1olyoy?

Summary: |

Deascription:

Submit | Attach File

L= ey T

Copyright & 2008-08 Spicawats. Ine “Spicewsaa” and the Spicewona logos are ademana of Spicewons, Inc Verlon 3.1.24628

Figure 2

End Part 1: How to Log in to Spiceworks
You have now located and logged in to the NS Help Desk
Continue to Part 2 to create and submit help requests
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Reference Manual: Spiceworks Help Desk
Part 2: How to Create and Submit Help Requests

You can create and submit help requests (a.k.a. service tickets) for IT assistance. For example, if
a school laptop is not connecting to the wireless, or if you are having an issue with your
classroom SMART Board, you can create and submit a help request for IT assistance.

e Step 1: Once you log in (see Part 1 of this manual), you will be at the Create a new help
request screen. Type in a brief summary explanation of your IT issue in the Summary
box (See Figure 3 below).

e Step 2: Inthe Description box, type in your explanation of the issue in detail (See
Figure 3 below).
o0 Note: You can also attach a file. If you wish to do so, click the Attach file button

e Step 3: When you are finished, click the Submit button (See Figure 3 below).

Schuylkill School District [T Help Desk - Windows Internet Explorer
- @l hetp:/ fspiceserver helpdesk Mview_as_user=true w49 || 2
dt View Favortes Tocs Heb

}"-:m—msm;msu—wnisnrnmb... B-8 &

Welcome animmenmani@nommhachuy il nel g vou”

North Schuylkill School District
Welcome to the IT Help Desk

Creale @ new help request Other information

To creale anew nelp request please Al in e swmimay and e cesoripon below, then ook “Submif

1 Frome azimmermangnenhachuylkilned, polou’

Sumimany: | Lapiap nal connaciing

Descriplon | | need help gefiing my |aptop b connedt to e networ

2

s Bl SEsowend, RS Vastin 31 28038 e Loty

Figure 3

End Part 2: How to Create and Submit Help Requests
You have now created and submitted a help request
Continue to Part 3 on how to check submitted help requests
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Reference Manual: Spiceworks Help Desk

Part 3: How to

Check Submitted Help Requests

help request (see Part 2 of this manual), Your existing

help requests screen opens, showing that you have a help request open, which confirms
that your ticket has been sent to the IT department (See Figure 4 below).

e After you have submitted your
e Step1: You can also view you

been corrected and then closed
click the View your closed hel
Figure 4 below).

r closed requests. Closed requests are issues that have
by the IT department. To view your closed requests,
p requests link on the right-hand side of your screen (See

huylkill School District IT Help Desk - Windows Internet Explorer

T8l http:/fspiceserver helpdeskPview_as_user=true

Ltk 1B
View Faverites Took Hep
1 Narth Schuykd School District 1T Help .. -8 -
Waleame azimmerman@narhschuydikil nel ped vou?

MNorth Schuylkill School District
Welcome to the IT Help Desk

Your existing help requests

Tha fallowing NElp réquests are currantly opan an

an orangé ot (). I 3 request has been sabed or

butien
11} Date Opened  Summary
7 DoRane Laptop not connecting

o BEing worked on. Mew commants ars shown with
O wWant 1o remave IL click the "Close this Requiest

Comments: | 092908 you said: | need

help getting my kaptop to connad ta the netwark

Ak Comment:

Submit | AttachFile  Close Request
Creale a new help request
Click hara to craati & new Nelp riguast
< might & 200008 Solowwoms, Inc. “Soloswoda”™ and the Spéioewons lagos ane i3cemada of Speorwons, Inc Vession 3.1 22332 | e R e Bl
Figure 4
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e Your closed help requests page will open after clicking the View your closed help
requests link. The page that opens after you click this link will confirm the date your ticket
was closed, with a comments box that shows a history of any comments made with the open
request (See Figure 5 below).

e Step 2: From the closed help requests page, you can also reopen a help request if the
same issue arises or if the problem was not fully resolved. To do this, click on the
Reopen Request button (See Figure 5 below).

Schuylkill School District IT Help Desk - Windows Internet Explorer

- @l hitp:/fepiceserver fheipdesk fbckets fdosedMaew_as_user=true vl X
it View Favortes Tooks Hebp
|| 7@ Morth Schuyidl Schod Distrct IT Hep ... | BB B

VYelcoma egnursrm:,r.-g-:;ﬂr',chl, {kill.mek nof sou?
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Welcome to the IT Help Desk
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Figure 5
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Step 3: After you click Reopen Request, in the Comments box, you will see the date
the ticket was re-opened. You can type in the Add Comment box about your ongoing

issue (See Figure 6 below).

Step 4: When you are finished, click the Submit button (See Figure 6 below).
o0 Note: You may click the Attach File button to attach a document if you wish to. If you reopened the
request by accident, you can click the Close Request button instead of clicking Submit.

Echuylkill School District IT Help Desk - Windows Internet Explorer
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Figure 6
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e Step5: Atany time, you can create a new help request by clicking the Create a new
help request link at the bottom of the page (See Figure 7 below; view Part 2 of this

manual to create new help requests).

Eehuylkill Sehoel District [T Help Desk - Windows Internet Explorer
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Figure 7

You have now completed this manual on Spiceworks Help Desk
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