How to Submit an OIT request for service

There are 3 ways to access Issue Trak in order to submit a ticket for request for OIT service:

1) directly at https://helpdesk.niagaracc.suny.edu
2) from the FYI page (http://fyi2.niagaracc.suny.edu/newfyi/) while on campus only
3) from the College’s main Web page (https://www.niagaracc.suny.edu/)

To access Issue Trak from the FYI page (available only on campus), click on OIT Help Desk:
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To access Issue Trak from the College’s main Web page, scroll to the bottom of the page &

under “Resources” click on “OIT Helpdesk”.
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On the Issue Trak login page, submit your email account username & password.
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Once logged in, you will see your name at the top of the screen.

Click on Submit Issue.

NCCC's Help Desk

My Issues
Wkt tmrw 10 NOCC'S Heln Dask

o As Sebminter 0
® As Tusk Askgres | O}
o Ay Tk aupllstle

Hide Shared Rosorts

{$) Savnd Seasch

For the Subject —type a brief but relevant description of your issue.
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In the Full Description box, providing specific details, explain what the issue is. Please be as
descriptive as possible, including specific error messages & codes if applicable.
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To choose an Issue Type, click on the Down Arrow to show the options & select the one that
best describes the issue.

Please NOTE: There are Subtypes to choose from. For additional information of subtypes,
please see the additional documentation on the FYI page.

Please use your best judgement with subtypes. Sometypes may contain subtypes that are all
inapplicable to your issue. Some types don’t even have subtypes. If you’re unsure, then don’t
feel obligated to choose a subtype.

If you have a specific time frame in which you need the issue completed, then please enter a
“Required By” Date. You can enter the date manually or use the Calendar feature to the right
of the field to select a date.
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If you would like to attach a file to the ticket, then check the box labeled “Include
Attachment(s)? (upload screen will display on submit)”. An additional step will appear after
submission of the ticket by which you can attach files. You can submit 3 files at a time.

Assigned To

17 {upload screen will display on submit)

Please NOTE: There have been known problems with attaching larger sized files & larger sized
PDFs in particular. Please contact the Help Desk if you cannot attach a file.

You will receive an email with the ticket information that you entered. You will then receive
additional emails as the ticket gets processed.

Please NOTE: Any questions or comments about the ticket will be located at the BOTTOM of
the issue, not the top. Whenever you receive any emails regarding to your issue, please scroll
to the bottom to see if there is a question or comment for you to address which are found in

the “Notes” section.

If you need assistance, then please call the Help-Desk at extension 6730

8:00 am - 4:00 pm Monday - Friday

(Summer hours, mid-May to late July, 8:00 am — 5:00 pm Monday — Thursday).
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