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Please use your VS User Name and Password to log in and submit a
ticket.

o

Only create a new account if your User Name and/or Password does
not work when you submit this ticket.

NOTE: Students will have access to course content 12-24 hours
after being enrolled.

Login

User Name ivs_participant

Password
Login
New Account Forgot Password
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Help Request

Request Type

eral Information about IV

User Issues

the

Web Help Desk To...

Submit a Ticket

Step 1: Type
http://helpdesk.ilvirtual.org
into your web browser

Step 2: Login using your IVS
Credentials
(User Name and Password)

Step 3: Click the down arrow
for "Request Type”

and select the appropriate
help request

Step 4: Click the down arrow
for the field that may appear
under or beside the "Request
Type" and select the
appropriate option to define
the issue

Request Detail
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Role Student

Help Request

("Cancel )

Request Type Student Technical Issue with Course Content v :

B Can't Add/View Cov

Can't See Conts

Trouble Submitting Work

Exact District
Name*

Exact School
Name*

Course Name

9.9
Request Detail |cant see Course ProgressiGrades

ower Points, Etc
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Help Request

Request Type User Issues v -

Subject e
Request Detail a

Exact District
Name*

Exact School
Name*

Course Name

Attachments Add File »

Role Student

( Cancel/\ ( Ssave )a

IVS Participant

Step 5: Type a subject in the Subject field

Step 6: Type specific information that will help define the issue in more detail in the
Request Detail field

Step 7: Type the exact name of your School District. Please do not use the short name or
nickname of your district.

Step 8: Type the exact name of your school. Please do not use the short name or nickname
of your school building.

Step 9: Type your IVS Course Name in the Course Name field

Step 10 (Optional) : Add an attachment if it relates to the issue. You may consider taking a
screen shot of the issue (e.g. error message) and adding it the help request for the IVS tech
team to better assist you.

Step 11: Click the "Save" button
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Step 12: Receive your ticket Thank You!
confirmation and number.

Your ticket number is 117.
You can use the History button above to check the status of your ticket

An email confirmation is on its way to ivsparticipant@yahoo.com.

A second confirmation was sent to
the email address associated with
your IVS student account

IVS Participant

Step 13: Click the "Logout” button

Track Your Ticket

@ From Subject Date S 2K
ivshelp@ilvirtual.org Ticket 117 Open —> Test Ticketfor ... Fri 2/19, 7:232 P OPT'ON A
ivshelp@ilvirtual.org Web Help Desk Account Information Fri 2/19, 2:00 PM STCP 10: open your, Emﬂll pr‘ogr‘am

(e.g. Yahoo Mail, Google Mail)

[ Tt \ Step 2a: Open the Email from IVS
T— Help Desk with "Ticket Number
Report Date: 2/19/10 5:26 pm Open" in The SUbjeCT

Est. Due Date:

Reporter: IVS Participant <ivsparti.

Step 3a: Click the Ticket No. link in
cTerties the message area of the email,
P ———— which links you to the Web Help
Status: Open Desk
Request Type: Student Tachnical Issue with Course Content > Can't Add'View Course Discussion Threads
Subject: Tast Ticket for Help Guide STCP 40: Login USing YOUI" IVS
Credentials

Role: Student

OPTION B

Step 1b: Type /
http://helpdesk.ilvirtual.org into your . -

) LINOIS
web browser 4 | VIRTUAL sfHooL

\. BRIDGING EDUCATION ff TECHNOLOGY

Step 2b: Login using your IVS
Credentials (User Name and Password)

‘ ) Please use your J'S User Name and Password to log in and submit a
ticket.

Only create afflew account if your User Name and/or Password does
not work wiffn you submit this ticket

S-Tep 3b. Clle The “Hisfo r.y” bu-‘-Ton :fc‘);ibjt eennrtos”;';illha\.'e access to course content 12-24 hours
1

* E Login
= © || ® 4 s

Logout
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User Name ivs_participant

Password

Help Request
Login

Request Detail New Account Forgot Password
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All tickets are listed in Thckef Hiktory

the Ticket History. Click e s e

on the Ticket No. link P T
to open the ticket to O
see more details.

Search

IV Participant

When the Ticket is opened, you can view the status of the ticket, view notes that
describe steps taken by the Tech Team OR steps you need to take to resolve the
issue, add your own note, or cancel the ticket. Be sure to save any changes you make fo

your ticket.

You can continue to track your ticket in the "History.” When the ticket status states
"Closed" or "Resolved”, the issue has been addressed.

Open Ticket
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Ticket Status: Open

Cancel the Ticket

Notes

Ticket 117

Report Date 2/19110 6:280m
Status Open
Est. Due Date 2/20/10 2:00 pm
Role Student
Department Students
Request Type Student Technical lssue with Course Content * Can't Add/View Course Discussion Threads

Subject T Ip Guide

Request Detail This is ticket. Just testing the system )

Tech Chris G
Exact District Name* g

Exact School Name® /5 [5)
Course Name Tt
Attachments ( add Fie )

Notes Date Name. Note Text

Cancel

1V Participa

Ticket Status: Closed

Notes between Student /

and Tech Team

—

VS Participant




