IT Direct – Technology Service Requests 

To enter a technology service request:
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Click (IT Direct icon) located in the Novell Staff folder.

   Click “Submit Organization”
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If you are 3 new user, welcome! You can begin by indicating your email address below.

Email Address [hallaj@mtnbrook k12.al.us
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Wi, Brook Schoals

Work Request W My Requests W My Settings W Help

Technology Help Center |

Welcome to the Mountain Brook Schools Technology Help Center. Thank you for using this system to report
your technology needs. Donna Williamson

M ndicates required information.
Step 1 Please be yourself, click here if you are not Peggy Pate
Last Name

Pager Cellular Phone

Step 2 Location /]

3. Crestiine Elementary =]

A

Area/Room Number /]
v 103

Step 3 Select Problem Type: /]

Technology Help Desk:

Click here for Technology Emergency Contacts
Click on the problem type below that best describes your issue.
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Scroll down and click on the problem type.  (A red “OK” appears.)

Scroll down and fill in the remaining blanks for steps 4, 6 and 7.
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Technology Emergency
T Check here ifthis is an emergency o call any of the emergency contacts below.
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o contacts lsted.

Step 4 Please describe your problem or request. /]
iy computer screen goes black after 20 mintes, =

Step 5 Requested Completion Date

]

(& ald date s roquired. Text s no acospted, buk you may leave it lank. Clck hre for asistance n date
entry.

Step 6 Submittal Password [/
Forgot Password?
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When the request is successfully submitted, the following screen will appear:

[image: image2.png]Brook Schools. =181 x|

ok - = - D [0 4| Qsearch (ravonss Gvieds 3| S
Aderess [ ] g myschoolbutding comimyschodbuldrgiyequests s

Googee- [ =] Gsearchwes - | b | Brossbioced Bsori | dopions

“BROE

Wi, Brook Schoals

Work Request W My Requests W My Settings W Help

Your request has been successfully submitted.

My Work Requests Request Totals

2New Request
Note: Once the request is assigned to someone for approval, you no longer

can sdit the request. You can dlick on the current assigned persan name to
send email and request changes on your request,

Search for "

Search this results for: Show Al =

1-2oftotal 2 listed

Status Location Complete
Date

Area Description

Area Number | Action Taken

Assigned To

New Request | 3, Crestline 3/1/2004
Elementary Desktop/Workstation
M 103 461 speakers not
warking
No Action Taken -
Lynne Colley

New Request | 3. Crestine 2/26/2004
Lt Floor Elementary Audio / visual
443 One of my
03 Speakers does not
wark It is the speaker
that has the on/aft
switch. This speaker
turns on and off, has
a oreen light, ear
phones plug into this
Speaker and

Eloore [T @ meme:





You should receive an e-mail confirming that your request was successfully submitted.  Please let your coordinator know if you do not.
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First-time users enter the Organization Account Number: 289246892 


Click Submit Organization
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Note: You will be asked to enter this organization number the first time you click on this icon. 


The number should not be needed again unless a different computer is used or the computer is Ghosted.





�





patep@mtnbrook.k12.al.us





Enter your full e-mail address.


Click “Submit”.


Info fills in automatically.
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Step 2:  Choose Crestline Elem.





Type in your room # and last name
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Step 4: Give details of the problem in the problem description and include the CES ### of the computer, 








Password is “mtnbrook” (lowercase)





Leave this blank.





Example: Computer CES077. The screen goes blank after several minutes.





When all necessary fields are completed, click “Submit”


If you neglected to fill out a required field, you will be prompted to do so before successfully submitting.





Your request has been successfully submitted.
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