Track-1t 8 User Guide —
This guide will take you through the login process as well as submitting a
work order to the USF Help Desk.

This is the Sign In NUMARA ®
screen. Please use your TraCk-It! 8
USF username and
password.

For additional help with
your USF username and
password, please contact
the Help Desk at x6027.

.| I-k:-m-e| [ solutions | -g‘; Work Orders | I Assets : User Account

Search the Solutions

Search for terms including:

View Work Order

Enter the Work Order ID:

Search the Solutions Database

Search the University of Saint Franciz Help Desk Solutions Databa=ze for a =olution that pert:
finger tips in seconds.

Manage your Work Order Requests

! q Check the status of Work Orders you have submitted or add a new Work Order for a techni
i
[i=]
View your Assets
&

View the configurations of the az=et= azszigned to your account or audit thiz as=et.

Announcements

View your User Account

B B K

View the detailz of your user account or change vour password.

There are currently no
announcemsnts

Here is the default screen for Track-It. From this screen you can search for
common solutions, view your account details, and manage your work orders.
Help Desk announcements are also located on this screen.



To add a new work order:

1. Click on Add Work Order located on the left hand side of the screen
or under Manage your Work Order Requests.

2. The screen below will appear. Fill in the appropriate information
including priority and type.

Search the Solutions

Search for terms including:

View Work Order

Enter the Wark Order ID:

Announcements

Ii@:
o

There are currenthy no
announcementz

h Home | [ Solutions | gy Work Orders | i1 Assets | 2 User Account

Fill thiz form out as completely as poszible. When you submit this Work Order you will receive a confirmation number.

Back to Your Work Orders

lSummary *y

'Call Back Number:

'Prinr'rty:
| [v]

Type (') 5
w

_De:scriptiun { ‘-}:

Attachment:

e

(*} Denotes a required field.

New: You may also include attachments in order for the Help Desk staff to
better assist you. To include a screen shot, press the print screen button
labeled PrtSc or Print Scrn. Now open MS Word and choose Edit > Paste.
Save the document in order to attach the screen shot to the work order.



i Home | [ Solutions | ¢y Work Orders | ™1 Assets | 2 User Account |

Search the Solutions Back to Your Wark Orders Ef Add to Work Order description dCIc =& Work Order  Print this Work Order

Search for terms including: Request Canfirmation
Q “our request has been successfully submited.
T .
View Work Order Wark Qrder Number: 28741
Enter the Work Order ID: Summary: Dummy VWork Order
q Id: 28741
Tj Summary: Dummy Work Order
! Type: Printer
E Reque=stor: John Doe
Call Back Number: 6024
Date Entered: 5/30/2007 11:50 AM
Priority: MNormal (2 Days)

Expected Completion Date:

Technician Azsigned:

Date As=igned:

Completed Date:

De=zcription: 53072007 11:50 AM by jdoe - My printer won't print
Technician Notes:

Resolution:

Status: Open

Asset I

No File Attachments Found. [mEI Add an attachment

Once you have submitted the work order, you will receive this screen giving
you a confirmation. You can edit, close, or print this work order by choosing
one of the options along the top. If you are done managing this work order,
click Back to Your Work Orders.

% Your Work Order Requests

Add a new Work Order

Open Work Orders

i) Summary Priority

28741 Dummmy VWork Order Mormal (2 Days)
Date Entered: S430/2007 11:50 AN

Add a new Work Order

You will notice your open work order under the Manage Your Work Order
Requests page. A technician will be contacting you as soon as someone is
available.



Finally, don't forget to ﬁ

Sign Out when you

are finished. |E |“‘j~| | = | Live Search |P ~r.|
A complete user guide
is available by »

pressing Help. T - gy - |;kPage ~ {f Tools ~

U TrackIe

7) Help | ) About | | 4 Sign Out
I



