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BEXLEY Systems Team SIMS

The Bexley IS Team Online Service Desk

Introduction:

The purpose of this document is to describe the steps required to
create, submit, monitor and update service desk support calls
associated with the user and the school.
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Logging onto the Service Desk

1. Enter the URL address www.bexley-is.org.uk
2. Select the Servicedesk link
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3. Enter your username & password and select Submit
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4. You are now presented with your User Options where you can:

i) Create a new support request with the Create Task option
i) View My Open Tasks
iii) View My Group’s Open Tasks
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Creating a Task

In the Create Task screen, there are two panels.

The first panel is User Info which is already populated with your details.

The second panel is Task Info , this contains a number of drop down lists and text
boxes.

You must select the area of SIMS where you require support from the Task Group
box e.g. select SIMS .net from the drop down menu.

You will then need to select the appropriate category from the Category drop down
menu e.g. Reporting.

Enter a brief summary of your support request e.g. ‘Report produces no data’

Enter more detail in the Description panel e.g. when running a report that we have
created using the fields surname, forename and medical conditions, no information
appears.

Select the appropriate Task Severity that applies to your issue, as specified in your
SLA.

You must ensure all fields are populated to succ  essfully log a call.

Select the Create Task button. You will now be issued with a reference number.
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Additional Task Options

My Group’s Tasks lets you view other calls that have been opened by your school/team. My
Closed Tasks and My Group’s Recent Tasks allow you to view historical calls.

Select My Open Tasks to view the status of your support calls.

Select My Group’s Tasks to view all support calls raised by your school



User Options

In the User Options Panel, there is a link to Edit Profile . This section allows you to
maintain your own contact information (email address, telephone number, job title, etc),
as well as changing your password.



