[bookmark: _GoBack]How to turn in a Technology work order (ticket)
1. Click on this link on your desktop. It will take you to your Eduphoria Login where you will login and follow these instructions.
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2. Click on Help Desk
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3. Click on create a new request.
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4. Choose either Facility or Technology (whichever one you have the request for)
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5. You will then choose whatever category you need.  
6. You will then see another menu for most categories. You will choose whatever one you need in that menu.
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7. You will then fill out the form. Make sure to put what campus, your room number, and a detailed description of what is wrong. If you do this then the tech will be able to help you much faster. In many cases, they may can even just call your room and walk you through what to do so that it gets fixed as fast as possible.  You will click on the submit request button at the bottom when done and then the Finish button at the bottom of the next screen.
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" Enter the details of your request below

Make sure all of the information below is filled in and dlick "Submit Request”.
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What type of Hardware?

Select the item from the list below that you are having problems with
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