How to Open a Software Ticket

1 Navigate to https://services.usi.edu/TDClient/315/Portal/Home/

UNIVERSITY OF

SOUTHERN [NDIANA

Home Services Knowledge Base

Welcome to the Service Desk Portal

USI Information Tecnnology uses Team Dynamix as the self-service client portal to allow students, faculty and staff o create and Submit Service requests, report issues, and request
projects through the Services section of the portal. Once created, clients are able to track progress of their tickets as well as provide feedback to resources working on their ticket
directly via the ticket feed or responding to the email sent from the system

Quick Links Portal Resources: Service Desk Hours

Services Monday - Friday 7:30 a.m. - 4:30 p.m.
After Hours? Leave a message al: 812-465-1080.
This section contains the Service Catalog. The catalog
lists services we offer, an explanatmn of the service, and
My Ti the ability to create a ticket for that service. Services are COntaCt US
Yy grouped into categories and some are further defined into
sub-categories, this Is done to ensure that when aticketis  Phone: 812-465-1080
created it is routed to the comect team to help provide the Location: Wright Administration Building - WA 41
p Knowledge support required in a timely manner. Email IT@usi edu
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https://services.usi.edu/TDClient/315/Portal/Home/

2  Click "Sign In"

UNIVERSITY OF

SOUTHERN [NDIANA

Home Services Knowledge Base

& :
Welcome to the Service Desk Portal

USI Information Tenhnnlngy uses Team Dynamix as the sell-service client panal 1o allow students, TaCIJIIy and staff to create and submit service FﬂqUESlS‘ report issues, and request
projects through the Services section of the portal. Once created, clients are able to track progress of their tickets as well as provide feedback to resources working on their ticket
directly via the ticket feed or responding to the email sent from the system

Quick Links Portal Resources: Service Desk Hours

Services Manday - Friday 7:30 am. - 430 pm.
This section contains the Service Catalog. The catalog
lists services we offer, an explanation of the service, and
the ability to create a ticket for that service. Services are Contact US

My Tickets B
grouped into categories and some are further defined into
sub-categories, this is done to ensure that when a ticket is Phone: 812-465-1080
created it is routed to the correct team to help provide the Location: Wright Administration Building - WA 41

lelp Knowledge B: support required in a timely manner. Email. IT@usi.edu

3 Sign-in using USI Okta

SOUTHERN NDIANA

SignIn

Username

Keep me signed in

L ;
:

f— Bac

Effective March 17, 2025, USI IT Security no longer
allows SMS/Text enrollment as a second Okta MFA
method. SMS/Text MFA is not phishing-resistant so
this change is required to protect someone from
accessing your US| account. Using SMS/Text could
allow hackers to gain control of a your phone
number through SIM swapping, intercepting SMS

# messages and gaining unauthorized access to
accounts. Contact the Service Desk with questions.
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4  Respond to the Multi-factor Authentication Prompt

SOUTHERN [NDIANA

Get a push notification

Send push automatically

Back to sign in

pResSEEEE Effective March 17, 2025, USI IT Security no longer
S allows SMS/Text enrollment as a second Okta MFA
method. SMS/Text MFA is not phishing-resistant so
this change is required to protect someone from
accessing your US| account. Using SMS/Text could
allow hackers to gain control of a your phone
number through SIM swapping. intercepting SMS
messages and gaining unauthorized access to
¥ accounts. Contact the Service Desk with questions. &8
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5  You should see your name appear in the upper right of the screen.

UNIVERSITY OF

SOUTHERN IN DIANA

Home Projecls  Services  Knowledge Base

Welcome to the Service Desk Portal

USI Information Tenhnnlngy uses Team Dynamlx as the sell-service client portal 1o allow students, Vacuny and staff to create and submit service requests, report issues, and request
projects through the Services section of the portal. Once created, clients are able to track progress of their tickets as well as provide feedback to resources working on their ticket
directly via the ticket feed or responding to the email sent from the system

Quick Links

My Tickels

p Knowledge B

6  Click "Open a Ticket"

UNIVERSITY OF

Portal Resources:

Services

This section contains the Service Catalog. The catalog
lists services we offer, an explanation of the service, and
the ability to create a ticket for that service. Services are
grouped into categories and some are further defined into
SUD—CZIEQUHES this is done 1o ensure that when a ticket is
created it is routed to the cormrect team to help provide the
support required in a timely manner.

SOUTHERN IN DIANA

Home  Projecls  Services  Knowledge Base

Welcome to the Service Desk Portal

USI Information Technnlugy uses Team Dynamlx as the self-service client portal 1o allow students, faculty and staff to create and submit service requests, report issues, and request
projects through the Services section of the portal. Once created, clients are able to track progress of their tickets as well as provide feedback to resources working on their ticket
ﬂi{EEﬂ)’ via the ticket feed or lsspmnumg to the email sent from the sys!em

Quick Links

Open a Ticket
My Tickets
Self-Help Knowledge Bas

USI IT Website

Popular Articles o
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Portal Resources:

Services

This section contains the Service Catalog. The catalog
lists services we offer, an explanation of the service, and
the ability to create a ticket for that service. Services are
grouped into categories and some are further defined into
SLID-CBIE!QUF!ES, this is done to ensure that when a ticket is
created it is routed to the correct team to help provide the
support required in a timely manner.

Knowledge Base

The knowledge base tool is a repository of
documentation, instructions, help articles, troubleshooting
procedures, best practices, information and other
resources related to the Tﬁl\ﬂwiﬂg uepanmems listed
below. As the system grows, more departments will be
added later

= Information Technology
= Online Leaming

Service Desk Hours

Monday - Friday 730 am. - 430 pm
After Hours? Leave a message at: 812-465-1080.

Contact Us
Phone: §12-465-1080

Location: Wright Administration Building - WA 41
Emall IT@usl.edu

Spence Farmer

Service Desk Hours

Monday - Friday 7:30 am. - 430 pm
After Hours? Leave a message al’ 812-465-1080.

Contact Us
Phone: §12-465-1080

Location: Wright Administration Building - WA 41
Emall IT@usl.edu

;

Reserved Maintenance
Window

Friday. 5:00 PM - 8.00 PM
‘Sunday. 2:00 AM - 2:00 PM




7 The next screen is a menu of all kinds of IT help, called the "Service Catalogue".
You can find help on any number of issues here. Click "Hardware, Software and
Printing" for help or questions with software.

UNIVERSITY OF & Spence Farmer

SOUTHERN [NDIANA

Home  Projecls  Services  Knowledge Base

Categories (16)

Report an Issue
A L k to report if something is braken, not
working correctly, or you are locked out of your

accounts.

My Recent Requesls

M Reviewer Accounts ENG 630X

QM Revie

T Accounts MHA621

QM Reviewer Accounts PAS15

@ _ @ Accounts and Access Network and Wi-Fi a
-.. Support for email and Mi 65, as well as & You can find networking and wireless services .

®

| Hardware, Software and
‘ . Printing

/) Team oversees AV I ‘

iithin US1's educational and - cour

administrative functions. instructional technologies.

here

View All Recenl Requests >

Popular Services

Network Access Request for New Employees and
Student Workers, Existing Employees, and Guest
Accounts

Add/Remove User from a Course/Organization

Request to Update Email Address/Usemame Due to
Name Change

L LN
i

technologies us material, Blackboard LMS, and ofher

Blackboard Course Merge

e General Blackboard and Leaming Tool Support
Enterprise Applications and General Blackboard and Learning Tool Support
Solutions

Support for enterprise applications and data
2.9 Banner, Cognos, Degres\orks)

Request Facully
e Suppor/Report a Problem

View All Popular Services »

My Recently Visited Services

. Telephone and Voicemail Project Requests
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8 Within these menus, there are individual issue tickets. Click "Software"

Home Projects Services Knowledge Base

Project Requesis  Ticket Requesis My Favorites My Recent  MyApprovals  ServicesA-Z  Search
Service Catalog ' Hardware, Software and Printing

() Hardware, Software and Printing ElSEimens s

Support for computersfiaptops, IT accessories, monitors, printers and copiers, tablets/iPads, and computer
equipment borrowed from IT or the library. My Recent Requests

Categories (4)

Request Form for Ultra Course Conversions

issistance and

oftware available for QM Reviewer Accounts SPTM 664
5 category.

general questions abou
use on campus, select {f

®

ecent Requests >

™ FPrinting
To report issues with campus owned printers, or Use this category to create a ficket to request the purchase of IT
E to request assistance v related software and hardware through USTs Information Popular Services
printers, select this category. Technology department

Network Access Request for New Employees and

Accounts

Services (8)
¥, Activate a Network Jack

This service is used to activate a Network Port on campus.

From here, under "Services", you would choose the ticket type that most closely
resembles your request or question.

UNIVERSITY OF - Spence Farmer

SOUTHERN JNDIANA

Home Projects Services Knowledge Base

Project Requests  Ticket Requests My Favorites My Recent  MyApprovals  ServicesA-Z  Search

Service Catalog ' Hardware, Software and Printing

@ Soﬂ:ware [ Show Inactive Services

For software requests, support assistance and general questions about software available for use on campus,
select this category My Recent Requests.

QM Reviewer Accounts ENG 630X
Services (9)

Event Management System (EMS) Software Installation

Event Management System (EMS) Sofiware Installation

Request Form for Ultra Course Conversions

QM Reviewer Accounts SPTM 664
General Software Support Request :

Use this service to request IT support for general software issues.

Report an Issue With Microsoft Office 365

Use this service to request assistance with Microsoft Office 365 issues.

Popular Services

Report an Issue With Microsoft Outlook Network Access Request for New
Use only for reporting non-password related issus h Microsoft Outiook

Employees and

Accounts
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