SERVICEDESK JOB AIDE

How Do | LOGIN?
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Click on servicenow from your Okta dashboard.
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If you land on the login page below, click on ‘Use external login’ (always!). Enter Essex
User ID, hit submit and enter your password on the next screen.
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, . : Service Portal

Log in to order things, get help or report an issue

Log in to order things, get help o

Submit

Useintemal login

How DO | CREATE A TICKET?

+»+ Create a request when you need +» Create an incident when something is not
something new

working
» Click on Request Something » Click Get Help


https://essex.okta.com/app/UserHome

» Locate your Catalog item
» Fill the request form
» Hit Request

ESSEX

> Fill ‘Create Incident’ form
> Hit Submit

Hi Sushmita, how can we help?

Browse the Request Catalog for services
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articles, job aids and guides

ask a question
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Contact support to report a problem or

Requests Top Rated Articles My Open Incidents
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WHAT HAPPENS NEXT?
X Receive an email notification in Outlook that ticket was successfully submitted
X Track the progress of your ticket.

» Click on ‘Tickets’ from top navigation bar.
> For Requests, click on ‘Item’ to interact with Service Desk team.



Home » Order Status

Submitted : 03-03-2020 01:24
Request Number : REQ001
Estimated Delivery : -

Item /e:very Date

Maintenance Sta...

Price (ea.)

Quantity
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Home 9 Ticket Form
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Start

Sushmita Vanam
©16dago . Additionalco

TESTING TO SEE HOW THIS
BOX TRANSLATES TO IN THE
BACKEND

Sushmita Vanam
O 16d ago

INC0010127 Created

> Receive email notifications whenever an action is performed on the ticket.



@ Essex Service Desk <essex@service-now.com = Incident INCO010179 has been assigned to group Service Desk
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web browser.
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E S S E X () 1f there are problems with how this message is displaped, click here to view it in a web browser.
[EXTERMAL]
short description: Learning and Development - Maintenance l NCOO1 01 ?9 - FW [Req uest | D

e L e ##278947##] - Contact Center content

Itern: Maintenance Staff - Learning & Development -

Onboarding Request change request - Overview

Comments: An incident has been assigned to Service Desk.
03-05-2020 10:41:18 AM PST - Anne Diag Addticnal omments Additional Details:

completed i

You can view all the details of the Requesled llem by
following the link below
ANnNmg

Take me to the Requested Item | -9 -F '
| - You can view all the details of the incident by following the link below.

Thank you

To unsubscribe dick here | To modify your notification

settings click here
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Have trouble logging in? Send an email to servicedesk@essex.com
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