TECHNOLOGY

I AINFORMMNN UAM IT Work Order Instructions

1) Users will be able to access the UAM IT work order system by following the instructions below.
2) Please note that these instructions are for IT Work Orders ONLY and not for Maintenance work orders.
3) Open a web browser and go to the UAM Homepage.

a. Note: These instructions may vary based on the browser used.

b. The direct link is https://www.uamont.edu/.

myUAM Degrees & Programs Apply Give Q

4) Click on myUAM at the top right corner of the homepage.
5) You will be redirected to your MyApps Dashboard (https://myapplications.microsoft.com/)
6) Depending on your browser settings, you may be asked to login.
a. You will use your UAM credentials to login (email address and password).
b. You may be asked to authenticate your login by using your authentication method preferences.
c. For authentication setup questions, please refer to the link below.
https://www.uamont.edu/it/pdfs/HowToSetUpY ourMultifactorAuthenticationVerification.pdf
7) Once you are logged in, you will click on the SchoolDude application on your Apps dashboard.

~ Apps
~
w
SchoolDude Workday S50- Blackboard WeevilNet

Production

8) You will then see the screen below.
a. Please click the IT Request tab.
b. Note: The Maint Request tab is for entering maintenance work orders.

University of Arkansas, Monticello SeholD
ey Sy Application Links - | Legout

UAM Home Page

Got a problem? Email
pUS—
[LETHIE GO TG SN I NNV Sl Schedule Request My Requests  Settings
M HELP,

Legend =

Welcome to UAM-Maintenenace

To submit yeur request complete the following farm. If you have any questions please call 460-1018.

Step 1 Please be yourself, click here if you are not Julie Barnes test
First Name Last Name Email

9) You may see one or both of the following screens when you are being redirected to the IT Request.

We are taking you to Help Desk Please give us a moment

a. If ‘ou see this screen, please click Go To Help Desk.

IT Request

Access Help Desk to create an IT request or review your previously submitted request.

' [Go To Help Desk]'
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10) To complete your IT work order, please read the instructions provided at the top of your ticket request.
a. You will need to enter the Work Type, Location, Building, Room, Due Date, and Description.
b. You will then click Create Ticket at the bottom of the screen.

c. Please read below step 10 if you need additional instructions to complete this request.
SCHOOL Help Desk

New Ticket My Tickets

Home Logout --Select Product—

@ Help Desk New Request
Overview
~ Instructions
Please see the information below to assist you in completing your IT work order.

WORK TYPE: Please choose the appropriate work typs based on the work that you nesd complsted. Please nots that for MoGehes and Grossett users, plase choose the work type accordingly. You will use the work typss MGGEHEE and GROSSETT. All other work types will be assigned to a
MONTICELLO techn

LOGATION: You will click on the drap dor
BUILDING: You will cliok on the drop doy
ROOM: Please type in th

he location (Monticsllo, Crossett, or MoGehse).
ilding based on the location that you selected

DUE DATE: Pleass enter the d: vould liks the request completed.

DESCRIPTION: Plsase enter as much detailed information as possible so we are able to assist you and complste this work order as timely as possible. Please include a call back number in the event that additional details are needed
Click Greats Tickst at the bottom

PLEASE NOTE: You will bs able to upload attachments and add notes after the work order is created

* Ticket Details

Work Type = Description:
Location: v

Building: Start typing v

Room:

Due Date ]

Create Ticket Reset

11) Work Type: Please click on the drop-down to select the appropriate work type based on your request.
a. Please note that Crossett and McGehee campuses will need to use the CROSSETT and MCGEHEE
work types for work orders related to their campus.

b. All other work types will be assigned to a Monticello technician.

Account User/Password Metwork_Student (InternetWIFI)

Blackboard PeopleSoftWeevilNet/Workday

CROSSETT Projects {Anything not defined)

Dynamic Forms Purchases (Quotes)

Emai Signage (Digital Marketing)
Work Type: Email to Ticket Smart Room/Projector/HoverGam

Fax (Issues/Modifications) Software (Installed Programs)

Hardware (Computer/Printer/Scan)  Telephone and Voicemail

Institutional Research Transferto M & R

MCGEHEE Virus/Malware/Spyware

Metwork_Employee {Internet"WIFI) Website

12) Location: You will click on the drop-down to select your campus location.

LUAM-Crossett
Location: UAM-McGehee
UAM-Monticello

13) Building: Once you have selected your location, the buildings available for your location will appear.
a. Click on the drop-down to select your building. (EX: UAM-Crossett will only see Crossett buildings)
b. NOTE: If your work order is not specific to a building or it is related to website, email issues, etc,
please choose X — Building Not Applicable.
c. Crossett Buildings are below.

Location: UAM-Crossett v

Building: |

Crossett Campus - Career Pathways
Crossett Campus - Industrial Tech
Crossett Campus - Main

Crossett Gampus - McGoogan
Crossett Gampus - Welding

X - Building Not Applicable
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McGehee Buildings are below.

Location:

Building:

"UAM-McGehae

McGehee Campus -
McGehee Campus -
McGehee Campus -
McGehee Campus -
McGehee Campus -

Adult Ed Testing Gir
EMT

Main

Maintenance
Nursing/Allied Health

X - Building Not Applicable

e. Monticello Buildings are below.
Location: "UAM-Monticsllo hd
Administration Building ) ) )
Acriculture Buildin Indoor Practice Facility (IPF) Student Success Center
2 = Library ; indi
Babin Business Center (BBC) Student Unicn Building
Maxwell Hall Tavior H
on Ha aylor House
Bankston Hal Memarial Classroom Building (MCB) !
Bookstore Trotter House
Music Building
Building: Botanical Research Center & Herbarium Neal Museum University Apartments #1 (A-East)
Central Heating Plant (Physical Plant) Fost Office University Apartments £2 (B-West)

Central Supply Warehouse (Warehouse)
Chancellor's Home

Fine Arts Center (FAC)

Forest Resources

Randy S. Risher Wellness Center
Red Barn
Royer Hall

University Police
Visual & Performing Arts (VPAG)
Wellness Center

] ) ) Science Center Wells Hall
Gibson University Genter (UG) Sorrells Hall Willard Hall
Harris Hall ’ - )
Stadium X - Building Mot Applicable
Horsfall Hall

Steelman Fieldhouse

14) Room & Due Date: You will enter the room information (if applicable) and the date you would like the

request to be completed.

Room:

Due Date:

15) Description: Please enter the details of your work order request in this section.
a. Please include any specific details needed to complete the request.
b. Please include a call back number and person to contact if this work order is not for you.
c. Please include location details if this work order will involve multiple locations or moving equipment.

Description:

16) Please click Create Ticket at the bottom of the screen.

Create Ticket

17) Once your work order has been created, you will:

You will be redirected to the My Tickets screen.

You can see a list of all tickets including the ticket that you just created.

You can now add attachments and notes to your work order.

You can cancel the work order request.

Please click on the pencil icon # next to your work order 1D to make any changes to the work order.

® o0 o

UAM IT Work Order Instructions Page 3 of 4



18) To add attachments (Max Size is approximately 3 MB)

Click on the Attachments tab. | Atachments o]

Click New at the bottom of the screen. e«

Click on the wheel icon. #. The first box below will appear.

Click Browse to choose the file location.

Once the file is selected and you click Open and you will see the second box below.
Click Submit.

File Upload x File Upload x

i i

File: '—' File:

-~ OO0 oTCE

Browse.. C\fakepath\Attachment.xlsx Browse...
—

p——
Submit Cancel ' Submit ' Cancel
—

g. Your attachment will be added as shown below.

Attachment xisx o Y-
Microsoft Office - OOXML - Spreadsheet
File Size: 6416 bytes

h. Click Save 'i' at the bottom of the screen.
19) To add notes

a. Click on the Notes tab. | Notes (0]

b. Click New at the bottom of the screen. ~ Mew

c. Enter your note in the area provided.

Overview

Note

Created On
Created By

Source Help Desk

d. Thenclick Save. =3
20) Email-to-ticket Option
a. There is one additional way to create a work order and that is by using our Email-to-ticket Option.
i. Open Outlook and click on New Email.
ii. Under To, type in 6560@helpdesk.schooldude.com
iii. In the body of your email, type what you are requesting and include all of the information that
you would include in the work order including location and contact information.
iv. You will not be able to add attachments at this time.
v. Once you hit send, a ticket will be created in the work order system.
vi. It will remain in the system until it is completed, so you will not have to enter multiple work
orders or send multiple emails.
vii. The ticket will not be assigned to you because it will be created by the system, but you can
follow-up with IT regarding the work order at any time.
21) How to view your tickets
a. Click on the My Tickets tab beside New Ticket. This will allow you to view ALL tickets submitted by
you so you can check the status of your work order at any time.

-

39 2/23/18 9:30 AM Metwork_Employee (Intemet/WIFI) Void

45 31418 4:34 PM Metwork_Employee (Intemet/WIF) Void

SCHOOL . Help Desk 49 3/20/18 2:27 PM Network_Employee (Intemst/WIFl)  Void

S—— _ 52 3/21/18 9:56 AM MNetwork_Employee (Intemet/\WIFIT) Void

Mew Ticket gMy Tickets 79 3/29/18 1:32 PM Network_Employee (Interet/WIFI) Void
- — 245 4/24/18 11:40 AM Network_Employee (Internet/WIFI) Canceled by Requester

@ Help Desk New Request 247 A/24/18 11:57 AM Fax [Issues/Modifications) Complete
16733 4/20/22 12:10 PM Projects {Anything not defined) Void
21589 6/5/23 1:11 PM Projects (Anything not defined) Void
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