School Dude Help Desk System
User Directions

To get started: Click on School Dude link located on the Staff menu on the Mosinee School District
homepage. (see screenshot below)
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Next, enter your email address and click the submit button. (see screenshot below)

Example: If your name is John Doe you would type jdoe@mosineeschools.org
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After clicking the submit button you will be brought to the Technology Help Desk Request Form
(see screenshot below)
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Technology Help Desk Request Form

To submit your request complete the following form.

E Indicates required information.

Please be yourself, click here if you are not Cassandra Davis

First Name Last Name Email

Phone [¥] Pager Cellular Phone
Location ]

| -- Select Location -- [il

Area Area/Room Number []

|-- Select area -- [il

I:l Yes, remember my area entries for my next new request entry.

Select Problem Type: [¥]

‘%’ Technology Help Desk: Click on the problem tyvpe below that best describes yvour issue.

| -- Select IT Froblem Type -- v|

Please describe your problem or request. ]

Purpose

|-- Select Purpose -- [il |Zf

Attachment
Attach Mew File {(Maximum allowed is two attachments with a size of 3MBE or less per file.)

Submittal Password []
Forgot Password?

YWour new requests are autematically shewn 25 approwed by you on submit.
MOTE: ¥ou will receive the fellowing netifications.

You will bz notified receipt of your request,

Wou will be notified of status changes to your request.

Wou will be notified if this requestis complared.

wou will be notified if this requestis declinad,

“ou will be notified if this request is weided.

“ou will be notified if this request is duplicated.
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If you are a Mosinee staff member the following information will automatically be filled in the
Technology Help Desk Form:
e First Name
e Last Name
e Email
e Phone
Note: You will not be able to edit this information. If any of the information is not correct, please
contact the AV office at ext. 3401 or via email at avstaff@mosineeschools.org to make corrections.
Next, follow the directions on the form Step 1 through Step 8
*Password for Step 7 is (reference the email sent to staff)
If you do not know what School Dude reason to select for your request, please reference the
School Dude/Mosinee School District reference chart on page 5 — page 7.
Once you click the submit button you will be able to view a summary of your request(s) (see example below)
File Edit \Wiew Fawvorites Tools Help @ 1
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Go to |- Quick Links - [v] LOGOUT HELP
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IT Request My Requests Settings Help

» SEARCH KNOWLEDGE BASE

My IT Requests Request Totals
Nete: Once th ¢ at f [ | New Request
ote: Once the request is assigned to somecne for approval, you ne lenger -
can edit the request. You can click on the current assigned person name to 3Closed Incident
send email and request changes on your request.
Search for ”
{r ]
Search this results for: @ Show All )
1 -5 of total 9 listed

[IStatus | [ILocation [IAction Taken O Complete
Elncident | gpescription | [IRequest Date Date

— mtype

OArea

DOArea
Number

FIPurpose

New District Office No Action Note

fequest Need a new cable | 1/13/2010 2:33:42 PM
194 /13/
Cabling
1
Inquiry

You're Finished!
Your technology request will now be processed to the appropriate technician.
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Special Considerations:
e If your computer is completely out of commission you have two options to submit a technology
request:
0 Go to another computer and submit your request
0 Call ext. 3401 with your request
e Based on the SchoolDude reason you request, your ticket will be directed to the appropriate technician
who will handle the request as soon as possible.
e |[f you are requesting to checkout equipment (example: a laptop, digital camera, video camera) please
give 24 hour notice as the equipment is on a first come, first serve basis.
e If you are requesting a quote to purchase new equipment please obtain approval from your supervisor
before submitting a request.
0 Be sure to include the quantity and account number to charge on the form

As with any new system there is a learning curve for both parties involved, please be patient as
we work through implementing this new system. Thank you for your cooperation. ~ IT Staff
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Listed below is reference table with the School Dude Problem Typesnd examples of requests in the Mosinee

School District.

Schooldude Reason

MSD Requests

Broadcast System

Cabling

Camcorder

CD Drive

CD Player

Closed Circuit TV Systems

Computer Monitor

CPU/Computer

Digital Camera

Document Camera

DVD Drive

DVD Player

DVD/VCR unit
Email

Equipment Checkout

Equipment Moving

Event Setup

Internet Connection

HS Announcements, Outdoor Electronic Sign

VCR hookup (RCA), projector (VGA), longer
Ethernet, cable TV

Checkout, order new camcorder

CD/DVD drive not working, CD stuck

Broken, order new CD player, checkout boom box
Announcements, Middle School TV (Degassi)

Fuzzy monitor, No Signal message, weird colors,
static

Computer doesn’t start up, computer frozen, virus,
computer running slow

Checkout, not working, need pictures put on a CD

No picture, PC image not showing up, need
instruction/training

DVD stuck in drive, computer not recognizing DVD

Checkout, no picture/audio on projector/TV, need
cable to hook up to TV or projector

Checkout, no picture/audio on projector/TV
New account setup

Select reason for any equipment that is not
individually listed

You need a piece of equipment moved in your
room (computer, document camera, TV)

Auditorium requests

No connection, can’t access network, can’t sign on,
get the Access Denied message in Internet
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Explorer

Laptop Checkout

Mobile Workstation Checkout (computer, projector on cart)

New Equipment Request Request (Quote) new equipment

*Obtain Principal approval first

Printer Cartridge Need new printer cartridge, toner

Projector No input, you get the filter clean message, want to
extend desktop, want to show movie

Scanner Cannot scan, not connection with computer, need
help installing

Software Request Want to purchase new software

Supplies Order new supplies here

TV/Television No input, DVD/VHS not showing, remote not
responding, Checkout
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Video Conferencing Request for a web cam and video conferencing
software

Wireless Connection Cannot connect, Need to connect to wireless
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