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Creating a Technology work Order
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Web HelpDesk — How to Create or Check the coeo
Status of a Work Order online :E:'
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To Initiate a Technology Work Order click on "Submit or
check on the status of a Work Order” on the Technology
web site located on the www.pasoschools.org web site.




Web HelpDesk — How to Create or Check the
Status of a Work Order online

Or type the following at the url: “helpdesk” if you are using a
district computer —or- “helpdesk.pasoschools.org”  outside
of the district



HelpDesk Login

Please login to the
system using your Novell
login and password.




HelpDesk Functions

Request — To create a
work order

History — Check on the
status of a work order

Logout — To finish your
HelpDesk session



Creating a Work Order

Enter the support request
Information by selecting the pull
down options or entering
Information as requested

Select for instructions on a
particular field.

To submit, press save when
complete. A work Order
number will be displayed and
sent to you via email for future
reference.



Checking on the Status of a

Work Order

Select History

You can select any
work order for more

g

detall




Logging out of the HelpDesk

Select Logout

Call 237-3362 ext: 209
If you have any
guestions
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