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ACCESSING THE SYSTEM

The Technology Request System is located at techsupport.ucfsd.org on any web browser, or you can
access it by clicking the “Tech Help” link on the district web page.

SUBMITTING A NEW HELP REQUEST

Figure 1 Ð New Request Screen
COMMUNICATION

After submission, you will see a confirmation screen and you will receive an email with an access key
and link to check the status of your request.  Also, whenever there is a change in status of your
request, you will receive an email with information about the change.  Please reference your ticket
number in communications with your building technology support person.  The email will look like this:

Dear Terry Teacher

Thank you for contacting the UCFSD Technology Department. This message is to confirm that
we received a service request with tracking # 113 from you.

Room: C101

Need a new toner cartridge for the HP2100 in C101.
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You can view and update your service request here:
http://techsupport.ucfsd.org/scripts/ttx.cgi?cmd=ticket&key=113Z35292661138946411

ACCESS KEY: 113Z35292661138946411

We will respond immediately after processing your inquiry.
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Figure 2 Ð Web Screen After Submission

CHECKING YOUR REQUEST

You can check your request by
clicking on the link in your
email.  This screen will appear
with all the information
regarding work on your
request.

Figure 3 Ð Ticket Information Screen

Please do not reply to this
message.  You need to go into
the Tech Help System to reply.


