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Belfast Metropolitan College
IT Helpdesk User Guide

Accessing the IT Helpdesk

The helpdesk can be accessed in a number of ways.  There is a link to it from the IT Support web page (http://itsupport), by typing ‘idesk’ (without the quotes) into the address bar of your web browser and from outside the college via the college website (after you log on).

The IT Helpdesk

Below is a screen shot of the main page of the IT Helpdesk.  The rest of this document will explain each of the options available to you.
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Please select an option.

You are currently logged in as : John Higginson

Call reference ID :

New Call Update Call  View Call Exit Help

IT Support - Belfast Metropolitan College - 028 9026 5085
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New Call
Clicking on this button will allow you to log a new call on the helpdesk.
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Please enter the details of your new call below.

Forename lomn
Surname Figginson
Telephone

Summary Summary

Submit Home
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Telephone: 
Please enter the extension number that we can contact you on if we need more information.  If you will only be at this extension during certain times please put this information in the Notes section

*Site:
Castlereagh

Dept:
The department you work in

*Room:
The room the fault/problem is in

*Summary:
You can click on the Summary button to get a list of pre-defined summaries or you can type your own

*Notes:
This is where you give as much detail as possible about the fault/problem you are having.  If the fault/problem is with a computer or printer you must include its name.
* These sections must be completed
Click Submit to log the call or Home to go back to the main screen.

Update Call

You can use this to add additional information to a call you have already logged.  Type the call reference ID into the box at the top of the screen and then click this button.  TIP: If you click on this button without entering an ID number it will list the last 50 calls you have logged.  You can then just click on the ID number of the one you want to update.

View Call

You can use this to view calls that you have already logged and keep up-to-date with the progress on your calls.  TIP: If you click on this button without entering an ID number it will list the last 50 calls you have logged.  You can then just click on the ID number of the one you want to view.

Exit

This will take you to the Belfast Metropolitan College website

Help
This feature has not been enabled

