
Welcome to the New Shasta College Help Desk 

 

Overview: 

You can access the new Shasta College Help Desk by either going through the Portal and 

locating the tile labeled Shasta College Help Desk or by navigating to the following link: 

helpdesk.shastacollege.edu 

Once you’ve logged, you’ll see the following screen. This is the main support portal to the new 

Help Desk. 

 

 

All tiles are configured to provide the following service: 

 Report an issue:  IT-Incidents 

 Request a Service: IT-reports, software, purchases, etc.. 

 Approve Requests: Management approvals 

 Browse Help Articles: FAQ’s and “How-To’s” 

 Physical Plant Support: All physical plant service requests 

 

 

 

file:///C:/Users/bmccall/Downloads/helpdesk.shastacollege.edu


Report an Issue: (Incidents) 

 

After clicking the “Report an Issue” tile, you’ll be taken to the following page to fill out a 

support ticket. 

 

Based on the categories you select; you’ll be presented with various options to choose from to 

help get your ticket to the right team. Once you’ve filled out your ticket with as much detail 

about the problem as possible, you’ll click submit and the ticket will be routed to the 

appropriate agent to help get your issue resolved. 



Request a Service: (Reports, Software, Maintenance, Purchasing, Etc..) 

Maybe you don’t have an issue, you would just like to request something from the Support 

Team. This is when you’ll click on the tile labeled Request a Service. 

 

After clicking the “Request a Service” tile, you’ll be taken to our Service Catalog where you can 

go through all the services we provide. Use the links on the left to help filter the service you’re 

looking for by category. Each service request item is different, based on the service, and some 

items may have more options than others. Use the drop-down menus to help select the service 

you are requesting, when finished click the “Place Request” button to have your ticket 

submitted to the appropriate Support Team. 

 



Approve Requests: (Management Approval Section) 

If you happen to be a supervisor or Reporting Manager, you’ll see an additional tile on your 

main portal page labeled Approve Requests. This is where you will come to either approve or 

reject pending request items.  

 

 

Once you click the Approve Requests tile, you’ll be able to view and manage the approvals 

waiting for your action.  

 

 

 

 

 

 

 

 



Browse Help Articles: (FAQ’s and How-To’s) 

We also have a variety of Help Articles in our Knowledgebase Solutions to help you find the 

answers you’re looking for. To view the Help Articles, click on the tile labeled Browse Help 

Articles. 

 

The most popular articles are shown first, but you can use the search feature at the top of the 

page or the navigation links on the left side to drill down and find exactly what you’re looking 

for. 

 

 

 

 

 

 



Physical Plant Support: (All Physical Plant Service Requests) 

To streamline our support services, we’ve integrated with Physical Plant and all issues/requests 

will now be going through the same Help Desk system. To submit a ticket to Physical Plant, 

you’ll click on the tile labeled Physical Plant Support. 

 

Just like the other incident and request tickets, you’ll choose from a variety of options, provide 

as much detail as possible, then click Place Request to submit the ticket to Physical Plant. 

 

 


