
Track-It 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 
screen. Please use your 
USF username and 
password. 
 
For additional help with 
your USF username and 
password, please contact 
the Help Desk at x6027. 
 
 

 
 

 
 
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. 
 

 
 
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. 
 
 
 
 



 
 
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. 
 

 
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 
Sign Out when you 
are finished. 
 
A complete user g
is available by 
pressing Help. 
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