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Service & Campus Catering Request(s) Guide

I NOTE: This can only be done on campus from a computer logged into our NetWork !!

Go to the following webpage http://helpdesk.umpgua.edu . Click the preceding link and you should see the following
login screen, proceed to login into HelpDesk using your network credentials:
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Pending 0

Awaiting Approval 1]

&< Announcements

No active announcements found

Submit your request
" a WIEIE or to request a service..

Popular Solutions

Install PPDM
%+ Will reboot the compuler during installafion*** Must be logged in

Java Error when starting Banner Production
This is a Java issue, due fo updating 10 1.6.0.26, not a Banner issue.

ParScore 7 Installati
1. Add userto G_Pa

shoretel phone says unavailable or re
Things to try:at phone: mute+R-E-S-E-Tmute+G-L-E-A-Rin ShoreTel Admini

ParScore 7 for Windows - LAN
User Instructions ParSCORE is installed on the network so ¢

More...

Search Solution

Personalize  Log out [test1]

6 Watch this Portal Usage video

Portal Usage
Self-Service Portal enable users

* To create requests for any failure or degradation of a
service or request for a new resource or new service

* Track status of existing requests

+ Search knowledge base articles from Solutions

« View any pending approval actions

* View organization announcements

* Add notes, attachments for existing requests

+ Reply for existing requests

+ Personalize the display language, date / time format from

Personalize section

MNOTE : The content of this section can be configured in
SelfServiceHelp.ntml file under <product_home:>/custom
directory.
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There are multiple ways to create a service request; note the red circled area above. Clicking the Request Catalog

dropdown menu on the left side of the screen, will provide the two following choices:

and

. These are the most direct routes to create either a New Service Request and/or a UCC Campus

Catering Request. If you choose the Submit your request link, you’ll be presented choices

graphical fashion.

and 2. again, in a different


http://helpdesk.umpqua.edu/

Clicking the , of the previously circled items within the Request Catalog dropdown menu, will take you
directly to the following screen so you can create a new service request.
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NOTE: The fields in the red rectangle are already filled in for you and can’t be changed. There are four dropdown menu
arrows, Priority, Category, Subcategory, and Item. You may set any of the four dropdown menu fields if you want, they

are not mandatory, but could be useful in resolving issues.

Secondary NOTE: The * field, is mandatory and actually becomes the Request’s Title. Provide a short description
of the issue, such as; computer not booting, no network connection, no dial tone on phone, application error, etc. An
incomplete subject field causes the following pop-up error when clicking the blue Add request button in the green circle.

Message from webpage | 723 |

h Please enter request title

The description field, is not mandatory, but could also be of great assistance in narrowing down the resolution(s) to your
issue. Please describe the issue in greater detail here. Also note near the bottom of the page in the purple circle, there
is a place for E-mail ID(s) To Notify and in the khaki color circle, a button for attaching files and/or screenshots if you
need to do so (these are not mandatory fields/buttons and can be left blank or unclicked).

Last, but not least scroll down to the bottom of the page and click the blue Add request button, like the one you see in
the green circle of the image above. Congratulations, your request has been successfully created and

you should receive a confirmation e-mail with a Request ID number.



Clicking the option from the Request Catalog dropdown menu will take you to the
following screen so you can create a new on Campus Catering Request.
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Event Title *

Event Lead Contact *

Event Start time *
Recent Items }4 JV Code *

Event End time *

Catering Date *
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m Meal time *

Delivery Location *

Linen Needed ? * | - Gelect Linen Needed 2 --

Number in Party *

Requester Details
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Job Title Your job Title here.
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NOTE: The fields in the red rectangle are already filled in for you and can’t be changed, just like in the Service Request.

There are ten fields above the rectangle and one below marked with an *, this denotes that they are all mandatory fields
that must be filled in.

Secondary NOTE: The * field, which is mandatory, actually becomes the Request’s Title. Provide a short
description of the event, like; Tom’s Birthday, Sam’s Retirement, Debbie’s promotion, In-service treats, etc. An
incomplete subject field causes the following pop-up error when clicking the blue Add request button in the green circle.
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I'_\ Please enter request title

The description field, again is not mandatory, but may be used to provide additional information as needed. Also note
at the bottom of the page (in the khaki color circle, just like the service request) there is a button for if

needed. Last but not least scroll down to the bottom of the page and click the blue Add request button like the one you

see in the green circle of the image above. Congratulations, your catering request has

been successfully created and you should receive a confirmation e-mail with a Request ID number.

Watch UCC’s website for shortcut links that will take you directly to the catering request, once you’ve successfully
logged in.



