Technology Support Services

your one stop source for information

BCPS Serve

Creating a Servi

Step 1: Login

ce Ticket

Step 2: BCPS Serve Portal

a. Login to the All Apps Portal (BCPS Links in the Chrome browser). | a.

b. Click the BCPS Serve link.
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On the BCPS Serve Portal, type keywords into the ‘Request Service’

search window. Some suggested keywords include, laptop, printing,
BCPS One, and projector.

Request Service

How can we help you today?

laptop

My Incidents

Step 3: Submitting a Request

a. Onthe new screen that appears, enter details about request or

incident.

Location:
Kenwood Administrative Offices
Inwood Bus Faciy
Jacksonville Elementary
Jefferson Building

Johnnycake Elementary

Joppa View Elementary

Kenwood Administrative Offices.

£
Laptop/Tablet’> Report Issue

Pleasp describe the issue you're having:

Lochton:
er

Office:

o

b. Select the appropriate Category in the "User Device Support’
Service.

LaptopTablet

Enter an Asset Serial Number (if not lis
USN22274

Submitting On Benalf Of

Select an Asset Serial Number:
* OR

Detailed Description:
Ie— Detailed Description:

Subited via potal

c. Then click ‘Submit a support request’.

User Device Support (Desktops, Mobile Devices, etc.) > Laptop/Tablet

Submit a support request...

deskcop,other peripheras. This may

. purchasing equipment,

Izptop,

d. Click the dropdown and select an action at the prompt window.
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Select an action:

Order Bag | il
Purchase/Request Quote o

Report Issue

Report Theft/Loss oK et

Report Vandalism
Request Repair

Submit Request
%

b. Click the Location dropdown to choose the location where you are
working, unless this information is already correct. ®

c. Enter the Office name or Room number, so our technicians know where
to find you in the building. €

d. Select your device Asset Serial Number from the drop down or enter it,
if not listed. *note - All boxes outlined in red must be completed before
you can submit a ticket. ¢

e. Inthe Detailed description box, enter as much information as you can
about your request or incident. (e.g., error messages, Make/Model of a
printer or projector, days you are at a location, etc.) ¢

f.  When finished entering information, click on the submit button. A

Additional Information:

new window will appear with your Request ID number. You can click
OK to return to the BCPS Serve Portal. Within a few minutes, you
will also receive an email with this information.

Your Incident has been added to BCPSServe. Your Request ID is 104978,
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The All Apps Portal can be found under the BCPS Links in the
Chrome browser.

For additional support, contact the TSS Helpdesk Monday thru
Friday between 7am and 4:15pm at 443-809-4672.




