1. When you are on your computer, you will see an
icon called “Cloud IT Helpdesk” on your desktop as

shown below.
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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.
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3. You may be asked to complete a verification, if so,
then please read the instructions and complete it
then continue.
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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.
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‘ Welcome to Outlook! Let's get you setup

O The Vale Federation Help Desk
Log in to your Help Desk portal 1042
Hello, spstafitest@thevalefederation.co...

(@ Some content in this message has been blocked because the sender isn't in your Safe senders list. | trust content from help@thevalefederation.on.spiceworks.com. | Show blocked content

° The Vale Federation Help Desk <help@thevalefederation.on.spiceworks.coms ® « & ~
To: SPStafftest Tue 20/11/2022 10:44
Hello, spstafftest@thevalefederation.com!

You've been given access to log in to the portal of "The Vale Federation” help desk.

ﬁ Log in to the portal

(The above invitation link is only valid for a short period of time, so please log in quickly.)
Why did you receive this email?
Glad you asked! We're using the Spiceworks Cloud Help Desk to track issues and get all your requests sorted in a snap. Have a concern? Just reply to this email, and we'll be in touch.

Thanks!
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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.
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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.
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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.
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The Vale Federation Help Desk
[Ticket #7900] My Laptop will .. 10:57
Thisis a notification from the Help Des...

The Vale Federation Help Desk
Log in to your Help Desk portal 1044
Hello, spstafftest@thevalefederation.co...

[Ticket #7900] My Laptop will not charge (Example Test)
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The Vale Federation Help Desk
To: SPStafftest

Hi spstaffiest@thevalefederation.com,
The IT team has received your request and will get back to you. Meanwhile, you can reply to this email if you have any additional questions or details.

Sincerely,
IT Team

You opened a new ticket.

#7900 My Laptop will not charge (Example Test)
spstafftest@thevalefederation.com wrote:
My Iaptop (VF-HP450-064) has stopped working and it will not charge, | have checked the cable to make sure that itis plugged in and tumed on correctly. Please could you ook at this at
your eariiest convenience.
Ticket Attributes
Creator spstafftest@thevalefederation.com

Assignee

Why did you receive this email?
Glad you asked! We're using the Spiceworks Cloud Help Desk to track issues and get all your requests sorted in a snap. Have a concern? Just reply to this email, and we'll be in touch.
Thanks!
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