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Part 1: How to get to the iService Desk Module 

 
Step 1: Go to www.jsums.edu. 

Step 2: Go to Web Directory Select “I”Select “iService Desk.” 

 

Step 3: Enter your user name and password. Then select OK. 

 

When you see the following screen, you have successfully logged on. The screen will 

automatically refresh in 10 seconds or you may select the arrow button to continue. 

http://www.jsums.edu/
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The screen below is the home screen of the iService Desk. 
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Part 2:  How to Submit and Query Requests and Work Orders 

 

Submitting Requests 

Step 1: To submit a service request, go to Work Request “Submit a Request” 

located on the left side of the screen.  
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Step 2: Type or use drop down menu to complete all required fields (in red) and 

click on submit to submit your work request.  

 

Note:   If the building you are requesting the service for has an approver, the work 

request needs to be approved before it comes to the Facilities and 

Construction Management Customer Care Center. 
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Step 3: A request number will be generated. There is an option on the top right hand 

side of the screen to print. 

 

An email message, with your service request number, will be sent to you as well. 

 

Note: If the request falls under the approval route, the approver will receive an email to 

approve/reject the request.  
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Query Requests 

Step 1: To query requests, go to Work Request “Query Request.”  

 

Step 2: Use the drop down menu to enter selection criteria and then click the arrow 

button highlighted below. 

 

Step 3: The following screen will appear. 

 

If your request has been approved or rejected, the date of the decision will appear in the 

corresponding columns above.  
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The screen shot below shows an example of a submitted work request.  The “Current 

Status” will show you “pending” until the Facility Manager approves the request and the 

Costumer Care Center accepts the request.  The updated status will be displayed whenever 

the status is changed by the technician assigned to the work request.  

 

Query Work Order 

Step 1: To query work orders, go to Work Order “Query a Work Order.”  

The following screen will appear. The facility will already be generated. Click 

on the arrow key highlighted below to continue. 
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Step 2: Use the drop down menu to enter selection criteria and then click the arrow.  

 

 

 

 

 

 

You may also narrow your 

search by clicking on one of 

these three options. 
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 A list of your work orders will appear, as illustrated on the screen below. 

 

Part 3: How to Submit a Key Request 

 
Key Requests  
 
Step 1: To submit a key request, go to Key Request “Submit a Request.”  

 

Step 2: Type or use drop down menu to complete all required fields (in red) and 

click on submit to submit your key request.  

 

 

 

 

 

 

 



iService Desk User’s Guide 

Page 10 of 13 
 

Step 3: A request number will be generated. There is an option on the top right hand 

side of the screen to print. 

 

 

Part 4: Searching Requests and Work Orders 

 

Search by Number 

Step 1: Go to Search by Number Using the drop down arrow, select “Work 

Request” or “Work Order.”  

Next, type in your six digit work request number or your twelve (12) digit 

work order number, and click on the arrow button to continue.  

           Work Request    Work Order 

 

Your record will appear, as follows 
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Part 5: Facility Manager Approval/Rejections 

 
Approvals/Rejections 

 
Step 1: To approve/reject service requests, go to “Other Options”. Using the drop 

down menu, select “Pending Authorizations” and select “Go.” 

 

 

Step 2: Select the request number to view the work order request. 
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The following screen will appear. 
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Step 3: Select either http://www.jsums.edu/facilities/make-a-reservation/, and 

add comments if needed. Then click on the submit button. 

 

 


