
Using the new Presidents Council help desk

This tutorial will show you how to use the new help desk system. It shouldn't be any more difficult than
bsoityping an email.

FAQs
Why are we doing this?
It was decided to try this system to make it easier to keep track of problems and their solutions. It is 
also a good way to keep solutions to previous problems. (Tickets and their solutions are available for 
viewing after they are closed.) It also allows the computer team to track time spent on fixing problems 
and what problems are recurring.

I don't feel comfortable using computers. Can I still call in problems?
Absolutely. Calling and direct email are still options and they aren't going anywhere. 

Is there a direct email address to use?
Yes. Send computer related emails to computer@stphapresidentscouncil.org

How to use the help desk

Start by going to help.stphapresidentscouncil.org or clicking the link on the PC site homepage.t

You will be taken to this page:

mailto:computer@stphapresidentscouncil.org


Click on the green 'Open a new ticket' button.

You will then get a page like this:

Type in the requested information.

It is requested that you choose a topic from the dropdown list. There are choices like hardware 
problems, software problems, Windows problems.
This makes it easier for us to file and retrieve tickets.



Please explain your problem in as much detail as possible. This includes what you were doing when it 
occurred, what program/programs you had open, and the text of any error messages.

Just sending a message stating that 'the Internet isn't working' or 'our computers are down' doesn't give 
us much to work with and isn't very helpful.

Once you have filled out the ticket you can click on the 'Create ticket' button.

This will submit your ticket.

You should receive a response email shortly. This will give you the ticket number and let you know that
your ticket was received.

How to check on a ticket

Go to help.stphapresidentscouncil.org.

Click on the blue 'Check ticket status' button.

You will be taken to this screen:

Type in the email address you used to submit the ticket and the ticket number.

You will get the ticket number in the response email after submitting a ticket.



Click 'View status'.

You will then see your ticket.

This ticket has not received a response yet.

If there was a response it would look something like this.

The response is in gray below the original post.


