How to Submit a Technology Work Order

1) Open your Internet Browser (Internet Explorer). Go to the district website
www.wnyschools.net. Under the STAFF AREA on the top right hand side of the main
page click on “Tech Support”.
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e If this is your first time entering an IT request into the system, you must
register first. If you are already registered you just need to enter your
email address at this time then proceed to step # 4.

Welcome! To begin, please enter vour email address below.

Email Address |me|and19?ﬂ@ear‘thlink.net

2) On the next screen, you will be prompted to enter your email address click submit, enter
your last name then click submit again.

welcome! To begin, please enter your email address below.

Email Address |me|and19?0@earthlinl-c.net

we cannot find the indicated email address.

Please either correct the email address or enter your last name
below if vou are a new requester.

Last Mame |And



http://www.wnyschools.net/

3) Enter your 1% name then click submit (phone number, pager, etc. are optional).

First Mame 1 Last Mame ]
| Mel And

Email Address 7]
[melandig7o@earthlink.net |

Phorne MNMumber FPaasr

Cellular Phone

4) Click on the IT Request tab to enter your request

Maint Request IT Request Schedule Request

Step 1:
This will be filled in with your information from when you initially registered yourself as a
requester.

@ Indicates required information.

Step 1 Please be yourself, click here if you are not Briancruz Admnistrator
First Name Last Name Email
Phone E

| [
[o:

Pager Cellular Phone

Step 2:
Click on the drop down arrow and choose your Location. The Area you may leave blank.
Make sure to type in your Room Number.

Step 2 Location ]

| -- Select Location —- -~

Area Area/Room Number 7]
|—— Select Area - » | |

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

Step 3:
Select the “Problem Type” that best describes your request/issue.

Step 2 Select Problem Type: [/]

Technology Help Desk:

Click here for Technology Emergency Contacts
Click on the problem type below that best describes your issue.
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Step 4:
Enter a description of the problem.

Step 4 Please describe your problem or request. [/]

Step 5:
Enter device Tag Number (Blue Tags found on computers, printers, interactive boards, etc.)

Step 5 Tag Number

Step 6:
Add an attachment (OPTIONAL).

Step 6 Attachment
Attach New File (Maximum allowed 1= two attachments with a size of 3MB or less per file.)

Step 7:
Please enter the Submittal Password. The password is techsupport.

Step 7 Submittal Passweord ]

| Forgot Password?

Step 8:
Click Submit.

step 8

Your new requests are automatically shown as approved by you on submit
MNOTE: You will receive the following notifications,

Y ou will be notified of request assignment.

You will be notified of status changes te your request.

You will be notified if this request is completed.



To view the requests that you have submitted, go to the My Request Tab. You can
access the “My Requests” section at anytime. On this screen you will see up-to-date
information on your requests including the status, incident number and action taken
notes. You can search for any incident request by typing in a key word in the Search
box and clicking on GO. This will pull up any of your requests with that word in it.
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Mote: Once the request is assigned to someone for approval, vou no longer

can edit the reguest. You can click on the current assigned person name to
=end email and request changes on yvour request.
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