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Enter email address. 

New User Window appears.  Enter last name and click the submit 
button. 

 

 

 

 

 

Enter user information. 

Click Submit. 

 

 

 

 

 

Choose Location and select Building. 

Select to remember your information. 

 

 

 



MCIU is an equal opportunity employment and service organization. 

 

 

 

Select the Problem Type that best fits your 
request. 

Once selected, the screen will automatically 
refresh and an “OK” will appear next to your 
selection. 

 

 

 

 

Fill in a brief description of the request. 

Attachments may be added to the request (i.e. screen shots of 
error messages) 

Tag Numbers will be assigned through the Asset Management 
System. 

Enter the password:  helpdesk 

 

Click the Submit button. 

 

 

 

 

 

The new Request now shows under the tab “My 
Requests.” 

 


