How To Enter an Advance Ticket through the IT
Portal

Ver. 1.0

9/11/18

1. Open abrowser.

2. Navigate to https://help.uark.edu/CherwellPortal /ITHelpPortal.

3. You should see the following screen:

e UNIVERST TY OF Click to login B ‘_E_,q ?

s ARKANSAS.

A Home £¥ Services 1, Tech Articles

IT Help Portal

@ Planned outages scheduled this week ’E’ Talk to Support

See the IT Status Monitor for details.

Report an |Ssue Request Services

. . L . -
Having trouble with UARK services or equipment? Need to @ Eind HowTo Articles
report an outage?

u Get Sared
— New? Gt arted

Quick Links Common Requests Contact Us

Activate UARK Account New Phone IT Help Desk

View My Tickets Qualtrics Access 479-575-2905

Get Software MNetwork Drop Mon. - Thu. 7 a.m. to midnight
Reset Password Remote Lab Pilot Fri. 7 a.m. to 5 p.m.

IT Status & Alerts Sat. 11 a.m. to 4 p.m.
Cherwell Client (Agents Only) Sun. 3 p.m. to midnight
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4. Select Click to login.

Click to login B i O "_?

5. Login with user credentials. (Affiliate User Name and Password Required.)

ks C @& Secure | https://login.microsoftonline.com,/ 7'

€ Ellucian Advance™ ¢ P Today's View [ AskT [Case 262288] .. LISTSERV 16.0 - AW o GoToMeeting '_E webBASIS

B ARICANE RS

Sign in

|L; sername@uark.edu

Can't access your account?

©2018 Microsoft Terms ofuse  Privacy &t cookies
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6. Choose Create a Ticket.

FeTUNIVERSITY OF

ARKANSAS.
& Home

LY

£¥ Services X My Ttems 1@, Tech Articles

Christopher M. Farris ﬂ L,q ?

NP Status and Problems

IT Help Portal

O

See the IT Ytatus Monitor for details.

Planned outages
scheduled this week

an Issue

with UARK services or

Repor

Having troubl
equipment? N&ed to report an cutage?

o3 Create a Ticket

Network Drop
Remote Lab Pilot

Get Software

Reset Password

IT Status & Alerts

Cherwell Client (Agents Only)

’E’ Talk to Support

Request Services

@ Find HowTo Articles

New”

Get Started
with Tech

Quick Links Common Requests Contact Us
Activate UARK Account New Phone IT Help Desk
View My Tickets Qualtrics Access 479-575-2905

Mon. - Thu. 7 a.m. to midnight
Fri.7a.m.to 5 p.m.

Sat. 11 a.m. to 4 p.m.

Sun. 3 p.m. to midnight
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7. Fillin the required form.

8. Select Submit.

R UNIVERSITY OF
Wil ARKANSAS
& Home £¥ Services I My Ttems 1@, Tech Articles “ Status and Problems
= save & Abandon % Q) Record 1 of 1

Request Help: Question, Incident, Outage?
Please describe the issue you're having. If possible, include the
locations, devices and operating systems that are affected.

gt My Department

Submit on behalf of

@
s

Daoes this affect multiple users? — Additional Information -
® Yes No Department:
Does this prevent you from doing your work? UPE_V ' -
Building:
® Yes No
Short Descrintion: UPTE v
ort Description: . Room Number:
Advance Issue -- Fayetteville 573

Detailed Description:

................................. No users are able to access
the tool...etc.

Last Step!

If this box is empty
please enter:
UDEV, UPTE and
223.

If populated, leave
alone.

Remember to specify your Campus! T Submit
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9. Capture the system message for your records. (The Incident ID is how the IT

department will track your issue. All correspondence will use this ID.)

Cherwell Service Management x

Your Incident has been added to the Cherwell system. Your Incident ID is 150717,

oK

10. Use My Items to view your open tickets.

Services 5y Ttems 1, Tech Articles “ Status and Problems 4t My Department

My Incidents and Open Service I Sewice Alerts
Advance Database Issue - Test Incident ID 150717. Report Qutage or Emor, Submit Incident o }
St New Open Incidents 1
Affected Depariment: UDEV
Affected Building: UPTE Open Service Requests 0
Affected Room: 280

[Devi(es Assighed to Me ][ 0 ]
Advan i not responding.

Recently Closed Requests Chart

View All My Closed Requests
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11. If you have questions or concerns. The IT Help Desk can be reached at:

Contact Us

IT Help Desk

479-575-2905

Mon. - Thu. 7 a.m. to midnight
Fri.7 a.m.to 5 p.m.

Sat. 11 a.m. to 4 p.m.

Sun. 3 p.m. to midnight
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