
WCC Faculty and Staff Self-Service Helpdesk Instructions 

The Faculty/Staff Self Service Helpdesk can only be accessed from on campus.  You must have an 
active directory account (the login you use for logging on to your computer and checking e-mail 
through Outlook Web Access) in order to use this system.  All others must continue to call the 
Helpdesk at 973-3456. 

The WCC Faculty and Staff Self-Service Helpdesk can be accessed by using one of the steps below: 

• From the WCC webpage, go to Staff, Information Technology Services, Helpdesk (on the 
front page of the ITS web page).  Click on the “submit your Help Desk request online” link.   

• From your web browser type Helpdesk as the URL address. 

Mac users and anyone not logged into the WCC network will need to enter their AD account name 
and password to access this form. 
 
The Self-Service Helpdesk page looks like: 

 

 

 

A. User information is the information that the software uses to create the ticket and e-mail 
you any information necessary. 

B. By double clicking on any of the incidents in this list you will be able to view that incident 
and its associated history. 

C. To create a new ticket/incident/request click on “Create a new incident” located on the left 

side of the screen under Common Requests.  

D. System wide informational bulletins will be posted here. Bulletins will inform users of possible 

system downtimes, etc.  

Creating New Incidents: 

A.  User Information  

B.  All tickets you have created or 

have had created through the 

C.  Click on this to create a 

new ticket/incident. 

D.  System wide information - bulletins 



A. Click the Create a new incident link located on the main Self Service Help Desk screen. 

Name, e-mail and phone are all information that is automatically input based on the Active 

Directory (Windows) login that was used when the computer was booted.  This information 

cannot be changed. 

 

B. Input a title that briefly describes the problem.  The words “Brief problem description” are 

not necessary to leave in that space. 

C. Category is the field that tells the helpdesk software that this was a ticket entered through 

the Self-Service portal.  This field cannot be changed through this form. 

D. The Asset field contains all of the computers and equipment that is currently assigned to you 

and anything that you have logged into.  The information in this field is based on the name 

of the asset in the inventory system.  You may not recognize which machine is which.  If 

you see the asset that you are having a problem with select it otherwise leave this field as 

none. 

E. Attachments can be added to this form by clicking on the paperclip icon.  These attachments 

might be error messages that have been captured, documents that you have questions about, 

etc. 

F. The Comment field is where most of your information should go.  It is important to include 

the location and asset tag of the equipment that is having the problem.  If you are entering 

this for someone else then you need to put their name and contact information is this field as 

well.  The “Please enter a detailed problem description including asset tag and location” is not 

necessary to leave in this field. 

G. When you are done entering the information, click on the OK button.  You will then see the 

ticket you have created.  You will receive an e-mail verifying that the ticket was created as 

well.  To return to the main page, click on the house icon in the upper right hand corner. 

 

 
Viewing Help Desk Requests: 

A. From the main Self Service Help Desk window, double click any of the existing incidents to 

view the details.  



B. To return to the main page, click on the house icon in the upper left hand corner.  

 

Home button returns you to the 

Self-Service home page. 


