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Using isupport to Submit Work-Incidents & Forms

If you need to submit a work-incident or a form to Information Technology,
Center for Teaching Excellence, or the Physical Plant, then you should start
by..

Creating Incidents

]. Loggng intfo -mMmySWU-.

2. Select -iISupport- .

Login Help
Support Services
wiww.swu.edu @@

iSupport

3. Select -Submit Incident-.

View Submit
Incidents Incident

4. Select the appropriate -Category-.
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Category Select

» & Account Maintenance
=" Cable TV
+ = CANVAS-Facuilty
» = CANVAS-Students
= Computer Login
= Connection Issue
v = Email
= Faculty Development
+ = Hardware (technology related)
» ¥ Jenzabar EX
P mySWU
+ = Physical Plant
+ = Reporting

=" Security Cameras

U1

Provide a thorough -Description-.

O

Complete the -Custom Fields-.

a

Make screen shots or snips of error messages if possible and place them in
-Attachments-.

Details | Attachments

Attachments:
To attach a file, drag and drop the file or click Select File to choose one.

Select File

8. Select -Save-
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Viewing & Updating Incidents

]. Select -View Incidents-.
View Submit
Incidents Incident

2. Select your incident

3. Update the incident by selecting -Update-, then -Send-.

Update

File-.

Details Attachments

Attachments:
To attach a file, drag and drop the file or click Select File to choose one.

Select File
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4. Upload additional attachments by selecting -Attachments-, then -Select
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Suomitting Forms

New Employee / Employee Separation Checklists
a. Select corresponding link(s) for -Faculty /Staff- or -Adjunct-.

Top ' EMPLOYEE FORMS

82 &

New Emp. - New Emp. -
Faculty/Stafi Adjunct

b. Complete all required fields,
I (NOTE: You will be unable to submit form without completion.)
c. Select -Save-.

Software & Vehicle Request Forms
a. Select the appropriate link.

EMPLOYEE FORMS

& O

New Employee Software
Employee Separation Request

VEHICLE FORMS
-
@

s
ie

Vehicle
Request

b. Complete all required fields.
I (NOTE: You will be unable to submit forms without completion.)
c. Select -Save-.
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