Monday, November 10, 2008

Marlen Weaver


CCF – New Web Help Desk

The eWork order system we have bee using has changed and will require more accurate information from you.  The new system is called the Putnam County Schools Web Help Desk.  The new system allows us to track equipment and also build a database of web help for you.  It works basically the same as the eWork order system with a few differences.  Just follow the steps below and you will be up to speed.
Click on the following link or copy and paste into your browser:

http://putnam.k12tn.net:8081/helpdesk/WebObjects/Helpdesk.woa/wa
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*Notice you will have to log in using your email address and your email password.  If you don’t know your password (k12tn.net) then email me at weaverm1@k12tn.net and I will get that to you.
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*Your equipment is being tracked so it is important for you to fill out all information accurately.  If it isn’t complete then you will have to resubmit before work will be done on your request.
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Notice that when you log in you will have some tabs to click on.  The main one is the Request tab.  
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You will need to click on the Request Type drop down. [image: image2.png]Network Issue - Area 3
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· Choose the Issue You are having.  For example the Software – Area 3

· Next, click on the Location Drop Down Menu and Choose – CHS.   You shouldn’t have to change this for every work order you do but it is important to make sure it is set for the correct location.

· You will now see the window change. If you know the bar code of the computer or printer type it in the SEARCH bar.  If you computer is in the database then you will not have to choose TYPE and MODEL.  See example on next page.
· Notice that some requests will have FAQ’s.  These will help you trouble shoot your problems.

· Type in Bar Code
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· Asset comes up and work completed will line up with the asset.
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· Please make sure that all fields

are filled out exactly!!!

Monday, 
Product name:

Bar Code:

Serial Number:
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Don’t forget to save.  This will send me the work order and assign a work order number for you.

As you do this it will help to get problems and repairs fixed more quickly and track the equipment better.  This should translate to less down time for you.

Example FAQ: 
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You can search for these but make sure your category is correct.  Software, Hardware, or FAQ #.
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FAQ 1

Hi, Mr. Weaver - | am unable to access the attendance program. | get a message saying
that the password has to be enabled by an administrator. Happy weekendl....Carolyn
Hawkins

Original eWork order date 10/24/08

Data Path Error. Lok at the Mac School Shell if you don't have a place to type in user
name or password click on the screen and MacSchool Shell will come up. In the upper
ight hand of the shell you will see two items. Mac School Modules and Data Folder.
‘Your data folder should say CHS 2008-2009. If it doesn't you need to reset the data
path. Go up to the menu and click on file— go to data folder-

find and click on the icon that says CHS 2008-2009 and choose. When you do that you
should get the log on screen or click on your attendance icon and the log on screen will
come up. You are set to go.






