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If not, you should get

prompted to log in. Since we B= Microsoft
are using single sign on, you
Pick an account will temporarily get
redirected to Microsoft’s
login page. It will either look
like the left or right image
depending on your login
status.

B® Microsoft
Sign in

Email, phone, or Skype

Can’'t access your account?

+ Use another account

Q Sign-in options
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SUBMITTING A HELPDESK R

Once you are logged in click on *submit a request”
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1. Enter a subject and description of the problem. As you
enter a subject, a list of suggested articles in the
knowledge base appears. You can click one of the
articles instead of submitting the request. Encouraging
end users to look for answers in the knowledge base can
deflect ticketfs.
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2. There are several fields that are required to submit the
ticket. A computer name, phone number, as well as a
few others. You will get a warning if you miss something. Submit a request
Don’'t worry, If you don’t know the answer to something -
you can fill in anything. IDK would be an acceptable
answer. However, any information you can give us will
help us better help you.

3. You may also add attachments up to 7 MB in file size.
This might be useful for taking screen shots of something
like an unknown or suspect email.

4. After you have entered all information and are
satisfied, please click submit

" of our support staff wil respond as soon as possible.

Attachments (aptional]
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v Today
S Support <ishelp@auduboninstitute.org>
Support To - Jerry White
My test phone cord is raveled. @
This ticket was created on your behalf. To add additional comments, reply to this email.
This ticket was created on your behalf.

Jerry White (Support)
[Audubon Institute] My test phone cord is raveled. To add additional comments, reply to this email.

A ticket (#10759
My test phone cord is raveled.

Support
Request received: My test phone cord is raveled.
Your request (10759) has been received and is being reviewed by our support staff. To

1€ Haladacl




You may also send an email to
ISHELP@auduboninstitute.org which will then generate a
ticket. The process will be handled in the same manner
after submitting the email. You'll receive an email back

icket number and the same suggestions to articles
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