How to Submit a Ticket:

Go to: CMSD Website then: Staff>Service Delivery

Or visit link : https://servicedelivery.clevelandmetroschools.org

Step one: Login in with your network credentials and select a main service:

Service Catalog | My Tickets || Service Catalog | View ¥

Contains |» | Search R 5.‘\

M. Ty

Information Technology Safety and Security Customer Care

Services Services Services o
Click here for all of your Click here to request Bus » Under Construction

Computer Hardware and Passes, Badges, Access

Software needs Cards

Service Catalog | My Tickets || Service Catalog | View v
Contains v Search > 4 -"% | Expanded Viey i Grid View
CMSD Service Catalog » Information Technology Services /\
Account Services Data Analytics Desktop Services Enterprise Services . ' ‘Informanon Technology
px, RESEL OF Unlock a password -y Request SQL Reporting Report an issue with your Request Workday Advanced > secumy SECUrity
b for eSchoolPlus, IEP Plus, > ‘{W Power Bl Dashboard, Intranet > Desktop, Laptop, Tablet e Servides“and Composite Reports, > 3 Request email, website, or
Renaissance, Schoolnet, or S Solutions, and Data Mart Monitor, Keyboard, Mouse Worklets and Sandbox P
AIMSWeb systems views Refresh
! Integration Services Network and Wireless Peripheral Services Printing and Scanning Voice Services
g 3 , Request Academic and Services Request or Report an issue l Services Report an Issue with Desk
= SEnterprise integration > ith a Smart Board, Camera, 2> > Phones, Conference Phones, >
"= prise integraty ® Request or Report an issue > 4 : : Report an issue with a printer onferenc S
services . with network or wireless Projector, PA System, e SCaeE and Voicemail
Interactive Pen, etc

services.

Software Services

Report an issue or request
Business Software such as
Microsoft Office 365 or >
Classroom Software such as
eSchoolPlus, Technology
Assessment



https://servicedelivery.clevelandmetroschools.org/

Step two: Select a secondary service
Service Catalog || My Tickets [W] View v

Contains v | Search e 4 \‘% Expand|
CMSD Service Catalog » Information Technology Services » Desktop Services
o —————
Laptop Issue Desktop Issue Tablet Issue Mouse Issue Keyboard Issue
Click to report an issue with Click to report an issue with _, Click to report an issue with Click to report an issue with = Click to report an issue with
your Laptop (i.e. there is a your Desktop computer (i.e. it your Tablet (i.e. it will not your Mouse (i.e. a %your Keyboard (i.e. it has
blue screen) will not turn on) charge) replacement mouse is missing keys)
needed)
Monitor Issue
Click to report an issue with
your Monitor (i.e. it does not
have a signal).
.
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Step three: Select request service
Service Calalog | My Tickets | Service Catalog || View: Service “| View v
Cnm RequeslSemmmns -
. " " 4
semvies Service Information
Attachments Name:
Desklop Issue
Service Response Remote/On Site Service: Service Image
-
Description
. .
L
Step four: Fill out form and submit
Include as much detail as possible: .,mwm T e R e
Submit || S: Refresh Actions - || Templates =
’ ' i A )
What'’s the issue? —
Common
Common
- General Information
? Ticket Number
Error receiving”
Preferred Contact Number*
H 's affected?
ow many pc S airecteq:
Location* Room Number*
Asset tag? Service Response: Remote/On Site:
. g Description®
Avalilability?
- Format - Font
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To check status on your tickets: Follow “Step One” to login

Select the tab “My Tickets” to view status on your tickets
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Service Catalog Service Catalog View: Service View v
Preview Pane |

Subscribe Container Item Name Record Number ~ Title Priority Status Created On Updated On Global

@ Container: Safety and Security (10 items)

= Container: Service Desk (15 items)
Service Desk Ticket 99 Request Electrical Wiring  2-Urgent Assigned 02/09/2017 08:54 AM 02/09/2017 03:16 PM No
Service Desk Ticket 98 RequestDocumentCa... 4-Routine Assigned 02/09/2017 08:53 AM 02/09/2017 03:17 PM No
Service Desk Ticket 97 Report Document Cam... 4-Routine Assigned 02/09/2017 08:52 AM 02/09/2017 03:21 PM No
Service Desk Ticket 96 Report Classroom Spe...  4-Routine Assigned 02/09/2017 08:49 AM 02/09/2017 03:22 PM No
Service Desk Ticket 95 Report PA sytem issue 4-Routine Assigned 02/09/2017 08:47 AM 02/09/2017 03:23 PM No
Service Desk Ticket 94 Request Interactive pens  4-Routine Assigned 02/09/2017 08:31 AM 02/09/2017 03:24 PM No
Service Desk Ticket 93 Request Smartboard re... 4-Routine Assigned 02/08/2017 02:01 PM 02/09/2017 03:26 PM No
Service Desk Ticket 92 Reportan issue with Pr...  4-Routine Assigned 02/08/2017 01:59 PM 02/09/2017 03:28 PM No
Service Desk Ticket 91 Reportan issue with Vo... 4-Routine Assigned 02/08/2017 01:54 PM 02/09/2017 03:33 PM No
Service Desk Ticket 90 Reportan issue with on... 4-Routine Assigned 02/08/2017 01:53 PM 02/09/2017 03:37 PM No



