To Create a New Self Serve Work Order

1. Click on the link titled "Technology Work Orders" on the District or your campuses STAFF
drop down menu on the web site.

2. If you are not logged into the network you will be prompted to authenticate using your network
user name and password.
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3. Next you will see the Tracklt login screen, enter the same network account user name and
password here.

\——W T I 'EI
Log in using your rack-It! credentials

— _
)= .

Optionally you may:

y / Log in to the Trads Tt Self Service Portal



4. You will now be in the self service portal. Click on Work Orders in the menu bar.
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5. Click on Add a New Work Order to open a new work order entry screen.
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6. Required Entry -Type a short description of the problem or request in the Summary field. You
can add additional details in the Notes box.

7. Required Entry -Describe the problem or request in detail in the Notes area.

8. An optional link is also available for browsing and attaching a document, pdf or even a screen
print to your work order.

10. Once you have completed entering the information click the Submit button to create a new
work order in the system.

11. A confirmation screen is displayed informing you that the work order has been submitted.
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12. Your request is now logged into the Tracklt Help Desk system and you will receive an email

to confirm your support issue. Your work order will then be assigned to the appropriate
technician for resolution.



