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Submit a Help Desk Ticket
Statewide Management, Accounting and Reporting Tool
	Date Created:
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	Version:
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	How do I submit a Help Desk ticket?
	

	1.1
	First, using the username and password that have been provided, log in to the Help Desk at:

https://dahelpdesk.ks.gov/
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	1.2
	At the Home screen, open the Request Catalog drop-down menu.

If a template has been created for the request type, select it from the list; otherwise, select New Request.
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	1.3
	A template will have the majority of its fields already filled with information appropriate to the request, but even a New Request should automatically provide a Name and Business Unit.

If the request pertains to a particular SMART User ID or IDs, enter the ID(s) in the labeled field; otherwise, it may be filled as N/A.
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	1.4
	From the drop-down Category menu, select the category that most accurately fits the request.

Once a category has been selected, repeat the process with the Subcategory menu.
	[image: image4.png]File

Edit  View

Favorites Tools Help

*+ Business Unit

* SMART User ID(s)

* Category
* Subcategory
* Subject

* Description

E-mail Id(s) To Notiy

DAXXSSS

Budget Date Change.

Change Requests

Controls

DAILY DEPOSIT DEADLINE INVOLVED
DataWarehouse

Financial Desk Inquiry

General Ledger

Help Desk

Interfaces

Kansas Open Records Request
Management Intervention

NRA

Pending Supplier Information Needed
Poiicy & Approver

Projects and Grants
Purchasing

Reporting

Security

Ship To/Bil To Addresses
|SMART Suppler Emergency
|SMART Suppliers

SMART System Upgrade
System Error Correction
Technical

Test

Training

Transfers

Travel and Expense

View Paycheck

Website

Attachments : | _Attach file




[image: image5.png]File Edit View Favorites Tools Help
search New Request Change Template  Default Request
Fter Soltons Kopword__ Requester Details

oconttoms o *Name SusieSMART |

* Business Unit

* SMART User ID(s)

* Category
* Subcategory
* Subject

* Description

E-mail Id(s) To Notiy

— Select Subcategory —

Configuration or User Freference Issue
Employee Seff Senvce Password Resst
Inactvate Exsting User

New User Requests.
Otner

Update Existing User






	1.5
	In the Subject line, create a subject that provides a succinct and accurate summary of the request.
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	1.6
	If a template was used, it may be necessary to scroll up through the Description field, as additional information relevant to your request may be required.

Otherwise, the nature of the request should be described within in as much detail as is necessary to avoid miscommunication.
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	1.7
	As the requester, the individual submitting the ticket will automatically be provided with e-mail updates regarding the progress of the request.

Additional individuals can be included in these updates by entering e-mail addresses into the field labeled E-mail ID(s) To Notify; otherwise it may be left blank.
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	1.8
	If any forms or other supporting documents are required, they may be attached to the request via the Attach File feature.
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	1.85
	Files will need to be attached to the request one at a time by selecting the desired file through Browse, selecting Open, then selecting Attach File.
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	1.9
	Once all necessary files have been attached, submit the request by selecting Add Request.
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