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How to Submit a New Request/Open a New Ticket

1. Openyour browser and go to Na ik :
Ba Dll I'I" " 7 ih White
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2. Enter your username (first initial
and last name with no spaces).

3. Enter your CCSNH password.

Username | stetro |
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& Password || |

4. Make sure you are set to
COMMUNITY COLLEGE
log on to AD.CCSNH.EDU. Slatain of Mave Hatageniva Log on to [ AD.CCENH.EDU

(until you are switched to the new
domain please use TEC.NH.US)
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\\:\ DKEEp me signed in Login = Options

5. Click Login. ‘
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** IMPORTANT NOTE **

If you are unable to login, please click on the link below to submit a ticket directly into the Help Desk.

Submit a Ticket

6. To submit a new request, click on New Issue TP
A -
at the top left or Submit your request from the COMMUNITY COLLEGE f

middle of the home screen. B
AD Self Service | | O- Type here ti

Submit your request

Continued on the next page...



7. Enter all required information in the New Request with a detailed description of your request (please enter the steps you have already
taken to try to resolve the issue).
e Helpdesk: From the drop down menu choose the location of the helpdesk you are submitting your ticket to.
e Name: Will populate automatically.
e End User Type: From the drop down menu choose the type of user you are (Faculty, Other, Staff, Student).
e Category: From the drop down menu choose the category that best describes your request.
e End User Location: From the drop down menu choose your location.
e Subject: Enter the subject that best describes your request.
e Description: Enter your request in detail with all steps taken prior to submitting your request.
e Emails to Notify: If you would like to copy someone on this request, please enter their email address here.

* Help Desk | — Select Help Desk —

*Mame |Sara Test
* End User Type | — Select End User Type — - * Category | — Select Category —
* End User Location | — Select End User Location — - Subcategory | — Select Subcategory —
tem | — Select tem —
* Subject
*Descripton | B 7 U || T A & | EEJA W |SEiEie @ == - O W

E-mail ld{z} To Notify

Continued on the next page...



8. If you have an attachment to go with your request, please click on Attach File and browse for your file.

Add request Reset

9. When you are finished filling out the form, click Add request.

Cancel

Attachments : Attach file

After your request has been submitted it will show under the Requests menu (see example below)

When your request is updated, you and anyone you copied will receive an email.

Home Requests Solutions

My Open Requests ~

New Request 1-10f1]|

D ¥ Subject

5308 TEST

My Details
Request ID
| Show 25 *~ perpage
Requester Name Assigned To
Sara Test Unassigned

DueBy

Status

Open

Created Date

Dec 5, 2016 03:16 PM




How to View Requests/Tickets you have Submitted

1. Click on the Requests tab on the top menu next to the home button.
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2. To change the view of your requests, click on the arrow for the drop down menu at the top left of your
homepage and choose a category.

My Open Requests -

My Requests

Iy Open Reguests

My Requestz On Hold
My Owerdue Reguests
Iy Pending Reguests
Iy Completed Reguests
My Closed Reguests

All By Reguests
Awaiting Approval W

# Archived Requests




How to Respond to a Request/Ticket

You can respond to a Request/Ticket by replying to the email you received from the helpdesk, or you can
respond from the ticket as shown below.

1. Open your request and click Reply at the top.

2. Then enter your response in the email message box that opens up and click Add.

@ CCSNH Help Desk - Send Motification - Mozilla Firefox

yALLSE r 2 Detai

COMMLINITY t.,t.'.'tl. LEGE * Requests Solutions My ils (D #  httpsy//helpdesk.ocsnh.edu/SDNotify.do?notifyModule=Request&imode=E-Mail&id=7

myR e of Mow Hampehire
b New Issue Reply
AD Self Service | | C}- Type here to search... ) " Subject Ticket #7926: Update (Test)
BrU HETA > EEIE SEEE QEs- 4N v

Reguest 827226 AORG. SEpiey | ; Update and/for Information Requested:

Test Reply |

By Sara Test on Mar2, 2017 053773 AN Oue Dafe " TE =
wrions & GreatBay Lakes“DRecion el

Request  Resolution  History °.‘f iy @INHTI R[V]::RWIL([;EHE % K‘J‘Lm
Description

Ticket Details:

Title: Test

Attach file

Add Cancel




How to Open a Request/Ticket with another CCSNH Location

For all locations, except NHTI, please use https://helpdesk.ccsnh.edu to submit a request.

When submitting your request, you’re able to choose a location from the first drop down menu (as shown below).

* Help Desk | — Select Help Desk —

Q
Chancellor's Office - Finance 2
Chancellor's Office - T
*MName | Great Bay Community College - IT
Lakes Region Community Cellege - T
Manchester Community College - T
Manchester Community College - Marketing
Nashua Community College - [T

End User Type River Valley Community College - IT

White Mountain Community College - IT b

To submit a request to the LRCC helpdesk, please email LRCCITSupport@ccsnh.edu or call the

helpdesk at 603-366-5390. You can also create a ticket at the LRCC helpdesk by emailing
LRCCITSupport@ccsnh.edu however using helpdesk.ccsnh.edu is the preferred method.



How to Reopen a Request/Ticket that has been Closed

Note: When a ticket is Resolved by the technician, it remains open for 24 hours to allow you time to respond. If you do not
respond within 24 hours, the ticket is automatically closed.

1. Click on the Requests tab on the top menu next to the home button.
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2. Click on the arrow for the drop down menu at the top left of your homepage and choose My Closed Requests.

My Open Requests - |

My Requests

My Open Reguests

My Requests On Hold
My Overdue Requests
My Pending Requests
My Completed Requests
My Closed Reqguests

All My Requests

Awaiting Approval

[# Archived Requests

Continued on the next page...



. Click on Reopen at the top next to your Request ID number.
. Enter a note to the technician in the notification box that pops up.
. Click Add at the bottom of the notification box.

o U1 AW

The technician that was assigned to this ticket will receive a notification that the ticket has been reopened.

RequestID: 7926 Reocpen Actions « Reply

Test
. @ CCSNH Help Desk - Send Netification - Mozilla Firefox
By Sara Test on Mar2 2017 08:13 AM

Request Resolution History

a x

@ &y https;//helpdesk.cesnh.edu/SDNotify.do?notifyModule=Request&mode=E-Mail&id =792 6&notifyTo= ADDCONVERSATION&actionPerformed=Re ~ 90%

* Mandatory Field |

| Reply
Description * Subject Ticket #7926: Update (Test)
Test
Bz U HFITA D EERE CEiEiE EE=- i v « Plain Text
~
Update and/or Information Requested:
yWidar, -
owsenitycourcr 8 (rl‘fﬂf&'ly' L. \k]-‘a@lllrn;mx et pare
\ BTN \ 1. "
@ gNHTI RIVE RIVER VALLEY 3 ...
College S Coimiunity College ey ciige
Ticket Details:
m Title: Test w
Attach file
Requester Conversations
B gystemn on Mar2 2017 09:13 AN
Add Cancel

Request Details




Please Contact your Local IT Department

If You Have Questions About Using The CCSNH Helpdesks.

Chancellor’s Office 603-271-3997 Nashua 603-578-8900
Great Bay 603-427-7638 NHTI Concord 603-230-4063
Lakes Region 603-366-5390 River Valley 603-542-7744
Manchester 603-206-8080 White Mountains 603-342-3049
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