
 

  

1. When you are on your computer, you will see an 

icon called “Cloud IT Helpdesk” on your desktop as 

shown below. 

 



  

 

2. Once you click the icon you will be taken to the 

Cloud IT Helpdesk URL. Please proceed to sign in 

using your work email. 



 

 

 

 

3. You may be asked to complete a verification, if so, 

then please read the instructions and complete it 

then continue. 



 

 

 

 

4. Now go into your emails and you should have a 

login email which will sign you up for the portal of 

the new cloud IT Helpdesk. Make sure to click the 

blue “Login to the portal” link in the email then you 

will be taken to the helpdesk website. 



 

5. Now that you are on the new IT helpdesk, press 

“Submit a ticket” in the top right-hand corner of the 

screen to create a new ticket.  

6. Now from there you can create a new ticket by 

typing the summary and description (Please use your 

room number) of your issue in the allocated text 

boxes and then once you have completed that press 

the “submit” button to send your ticket in. 



 

 

 

  

 

7. Once you have sent the ticket in you will also 

receive an email confirming that your ticket has been 

sent in and when one of our IT technicians responds 

to the ticket you will also be notified via email. 


