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USAFA Campus Solutions | How to Sign up to the SIS Service Desk for New Users

In the SIS Service Desk Log in page enter
Email Address and select Next.

Finish signing up to SIS Service Desk

@ SIS Service Desk <jira@usafasis.atlassian.net>
To

Once you received the email
select the Sign-up link in the Almost donel

body of the email.

& Reply > Forward

Sign up

Email address

n Full name

Choose a password

®

;;;;;;;;;;;;;;;;;;;

By clicking Sign up, you agree to the Privacy Policyand | = N
°u Notice and Disclaimer o

o

a password.

ollow the link below to finish signing up to SIS Service Desk. For security, don't share this link with anyone

er Full name and Choose

o Select the Sign-up link. e Once in the SIS Service Desk Portal

you are ready to submit a service
request.

If unable to log in either email the SIS Service Desk at
usafa.sis.support@afacademy.af.edu or contact them at 333-9701.




USAFA Campus Solutions | How to Sign up to the SIS Service Desk for Existing Users

All Mission-Net users will have access to the SIS Service Desk Management Tool by June 8th.

o Use the link below to access the SIS Service Desk

i T Jira
Management Tool to create any SIS Service Request
Tickets.
Log in to your account
https://usafasis.atlassian.net/servicedesk/customer/portals ,
i B T = d

Continue with Google

Continue with Microsoft

™3 Continue with Apple

In the SIS Service Desk Log in page enter Email Address and select Next.

Enter Password and 0 Once in the SIS Service Desk Portal you are
select Log in. ready to submit a service request.



USAFA Campus Solutions | SIS Service Desk Portal for Staff

Staff service requests
options.

For Emergency Request

to Usafa s support@atacademy at edu

Phone o1

Featured

Select Staff for any issues related
issues.

Recently used forms

as Service Desk / Staff

Staff

Welcome! You can raise a request for Staff using the options provided.
Y Contact us about

Account and Access
Provision a new Faculty or Advisor (not for CW or DF), Provision new staff (not for CW or DF)
User Access Maintenance (Add / Remove Roles), Change in security access, Unable to login

Report and Information Request

Query Request, Reporting Request

System Issues
Report Security Breach, System is down or inaccessible., System Performance slow/performance
issue, Process not working as expected/Process fails, Application error/data error

System Maintenance

Interface Run Request, System configuration change

User/Training Issues

User/Training Issues

Other Issues or Request
Other Issues or Request




USAFA Campus Solutions | SIS Service Desk Portal for Instructors and Advisors

Instructors and Advisors service
requests options

Knowiedge Base

Select Instructors and Advisors
for instructors and advisors
related issues related.

SIS Service Desk / Instructors and Advisor

Instructors and Advisor

Welcome! You can raise a request for Faculty using the options provided.

Y Contact us about

Account and Access

Unable to login, Change in security access

Report and Information Request
Query Request, Reporting Request

System Issues

Application error or data error, System is down or Inaccessible

User/Training Issue

User/Training Issues

Other Issues or Requests

Other Issues or Requests




USAFA Campus Solutions | SIS Service Desk Portal for Cadets

For Emergency Request

P 10 Usafa s support@atacademy af edu

L

Cadats Instructors and Advisors statt

Select Cadets for cadets related
requests.

eCadets service requests options

QIS Service Desk / Cadets

Cadets

Welcomel You can raise a request for Cadet using the options provided

Y7 Contact us about
Account and Access

Unable to login, Cannot see my information

System Issues
System is down or Inaccessible, Submit Application Error or Issues

User or Training Issues
User Training Issues

Other Issues Or Request
Other Issues or Request

Request Dorm Key
Request Dorm Key
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USAFA Campus Solutions | Creating a Service Request Ticket For Instructors and Advisor-Quegy‘ﬁeqqei.‘-

SIS Service Desk / Instructors and Advisors

o Select Query Request from

Instructors and Advisors the list of Report and
Report and Information Request .

Welcome! You can raise a request or Faculty using the options provided. Information request types.

What can we help you with? Contact us about e AnSWer the information

Report and Information Request v .
[ Quer Reauest requested in the Query
Enter ticket for a Query Request. We'll help you. .
Fostaed What can we help you with? Request Form to prov|de
[ CuervReaues . the service desk admin with

Reporting Request
E Enter ticket for a Query Request. We'll help you.

Enter ticket to request a report. We'll help you.

specific information to
resolve your request. .

SIS Service Desk / Instructors and Advisor

Grkementi Instructors and Advisor Rals this request on behel of
ey Ditcome! vou can eiss & fequest for Facuty asing te opions proid T v Information required is
Y7 Contact us about a;'emmm followed by at.
—— ) . e Select “Send” to submit
Unabe f logn, Change nsecaryaccess your Unable to login Ticket
Request.
Select Instructors and Advisors foran | o e S
Instructor and Advisor related issues Query Request Reportng Request ¢ Notifications and Updates:
request. —— * Once the steps above are
completed the Requester
Select Report and Information e Sy o s 2 e o receives an email with ticket
Request from the list of the most e B AT EE ge0ems number.
frequent types of services for N * Requester receives
Instructor and Advisor. Also listed are o 2 notification when ticket is
Account and Access, System Issues, eport et and parametars:- completed.
User/Training Issues, Other Issues or o
Request for other types of service e i concal

requests.



USAFA Campus Solutions | Email Notification-Request Created

Ticket Numbershowson  [EXT] CAD-5|new cadet unable to access SIS, network NETW 1, ID: XXXXXX|

the top heading of the
email.

*Key for Cadets is CAD, for Instructors and Advisor s IAA, and for Staff is
STAF

IT Administrator Name and Email

To | Requester Name |

Request Summary of the issue
shows on the top of the heading of
the email

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Just confirming that we got your request. We're on it.

Select View request if

you want to access View request | |Turn off this request's notifications
request

This is shared with Vivian Davila.

Powered by Jira Service Management

If you desire to turn off notifications for this
request, select Turn off this request’s
notification



USAFA Campus Solutions | Email Notification-Request Resolved

[EXT]|CAD-5|new cadet unable to access SIS, network NETW1, ID: XXXXXX|

e Ticket Number shows on
the top heading of the | IT Administrator Name and Email | )
. To Request Summary of the issue
email. | Requester Name | .
ey o ot CAD o sractrs ad Aksr s o, nd for s ‘ ‘ . , o shows on the top of the heading of
STAF @ If there are problems with how this message is displayed, click here to view itin a web browser. )
the email
(@ You are not responding to the latest message in this conversation. Click here to open it
> To cad@usafasis.atlassian.net
Send &e:
enry AJALA commented:
Subject RE: [EXT] CAD-5 new cadet unable to access SIS, network NETW1, ID: XXXXXX,
e have resolved this request. Thank you. ?
From: Cadets <jira@usafasis.atlassian.net>
e Dot e oy e ca> o For any issues related to the
. ubject: [EXT] CAD-5 new cadet unable to access SIS, network ,1D: 2 .
Henry AJALA resolved this as Done. Sbpeecfomens unapietosecess S netuork ETHE, oraoommec completed ticket, reply to the
email and include your
Just confirming that we got your request. We're on it comments.

How was our service for this request?

View request - Turn off this request's notifications

This is shared with Vivian Davila.

Resolution comment
from IT administrator.

Powered by Jira Service Management

Very poor Poor Average Good Very good
Survey notification If you desire to submit
View request - Turn off this request's notifications your rating
This is shared with Vivian Davila.

Powered by Jira Service Management



Featured

Cadets Instructors and Advisors

stat
a rocuest o oo

Knowledge Base

Recently used forms

Select Staff for a Staff related issues
request.

Select Account and Access from the list
of the most frequent types of services
for Instructor and Advisor. Also listed
are Report and Information Request,
System Issues, System Maintenance,
User/Training Issues, Other Issues or
Request for other types of service
requests.

What can we help you with?

O Provision a new Faculty or Advisor (not for CW or DF)

Add a new faculty or advisor to SIS. We'll help you

oo Provision new staff (not for CW or DF)
aa

Add a new staff member to SIS. We'll help you

User Access Maintenance (Add / Remove Roles)
"2"  Add or remove roles and update user access maintenance.

We'll help you
C{‘ Change in security access
Request a change in security access. We'll help you
Unable to login
Ticket request if you are unable to login. We'll help you
Contact us about
Account and Access
w Faculty or Advisor (not or DF), Provision new staff (ot for CW or DF), >
Change in security access, Unable to login
Report and Information Request N
Query Request, Reporting Request
System Issues
each, System is down or inaccessible., System Per >
. s fails, Application e
System Maintenance N
Interface Run Request, System configuration change
User/Training Issues 3

User/Training Issues

Other Issues or Request
Other Issues or Request

SIS Service Desk / Staff

Staff

Welcome! You can raise a request for Staff using the options provided

Contact us about

Account and Access

What can we help you with?

28 User Access Maintenance (Add / Remove Roles)

2" Add or remove roles and update user access maintenance. We'll help you.

Raise this request on behalf of*

q Vivian Davila (viviandavila@deloitte.com)
questor Name

Email Address
Contact Number

Provide request details or any information available.

Normal text + B I - Av B3

Personal or User Group Navigation?

Whose security should be mirrored and include their email?

ECRN : Bl

Cancel

Select User Access
Maintenance from the list of
Account and Access request
types.

Answer the information
requested in the User
Access Maintenance Form
to provide the service desk
admin with specific
information to resolve your
request. Information
required is followed by a *.

Select “Send” to submit
your unable to login ticket
request.

Notifications and Updates:

Once the steps above are
completed the Requester
receives an email with ticket
number.

Requester receives
notification when ticket is
completed.
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USAFA Campus Solutions | Creating a Service Request Ticket For Cadets-Account and Access-gﬁéblefto;,lbgin

Contact us about

Account and Access

What can we help you with?

Unable to login
MR Ticket request if you are unable to login. We'll help you.

= Cannot see my information

- Having trouble accessing student information system? We'll help you.

2" SIS Service Desk | Cadets

Cadets

de\come\ You can raise a request for Cadet using the options provided

Y/ Contact us about

Account and Access

Unable to login, Cannot see my information

System Issues

Select Cadet for a Cadet related issue >

System is down or Inaccessible, Submit Application Emor or Issues
request.

User or Training Issues
User Training Issues

Select from the list of the most
frequent types of services for cadet
request which best describe the cadet
related issue: Account and Access,
System Issues, User/Training Issues,
Other Issues or Request, Request
Dorm Key.

Other Issues Or Request
Other Issues or Request

Request Dorm Key
Request Dorm Key

ovse this request on behalf of

SIS Service Desk / Cadets

Cadets

Welcome! You can raise a request for Cadet using the options provided.

Contact us about

Account and Access v

What can we help you with?

Unable to login
BB Ticiet request if you are unable to login. We'll help you

@ Vivian Davila (viviandavila@deloitte.com) v

Requestor Name

Email Address *

Contact Number

Briefly describe the system you are trying to log into, network you are connected to, how are you
connected to the system, login information, Admin/USAFA client*

Provide a screenshot of the issue if possible

Drag and drop files, paste screenshots, or browse

Browse

Cancel

From the next list under
Account and Access
options, select what best
describe your issue.

Answer the information
requested in the form
which provide the service
desk with specific to the
information to resolve
your request. Information
required is followed by a *.

Select “Send” to submit
your Unable to login Ticket
Request.

Notifications and Updates:

* Once the steps above are
completed the requester
receives an email with
ticket number.

* Requester receives
notification when ticket is
completed.



USAFA Campus Solutions | SIS Service Knowledge Base

service pesk | Knowtedge Base e Select Knowledge Base to view list of
Knowledge Base L .
] Training material, procedures,
Welcome! You can raise a request for Knowledge Base using the options provided. ) .
instructions and forms.

[ Learn more about

For Emergency Request b Knowledge Base

Please send an emailto: Usafa sis support@afacademy af edu
Phone number 333-9701

Featured
Service Desk | Knowledge Base / Knowledge Base

Cadets Instructors and Advisors staff Knowledge Base
Welcomel You can raise a request for Welcomel You can raise a request for Welcomel You can raise a request for Staff
Cadet using the options provided Faculty using the options provided using the options provided
E] Symplicity Support Services Overview Sea rCh the KnOW| edge Ba se
Symplicity Support Services The support services described in this document are included in the annual subscription for Symplicity H H
subscription software products. This document covers the preferred contact model, a definition of emergencies and non-emergencies. by typ [ ng keywords or top IC
Knowledge Base Of Interest.
Welcomel You can raise a request for
E”uc\j‘ﬁ{‘zjﬁ Base using the options E] BP148-Add a Faculty or Advisor to SIS
Training Aid- Add New Faculty or Advisor to SIS THIS TRAINING AID DETAILS HOW TO ADD A "FACULTY ORADVISOR" RECORD
‘WHEN THE PERSON DOES NOT EXIST ALL REGORDS, WHETHER FACULTY, STAFF, OR STUDENTS, BEGIN WITH ENTERING
Recently used forms
e oroan Gt Select Knowledge Base. @ BP149-Add a Staff Member to SIS
Unable to login in Cadets
o e e Training Aid- Add New Staff to SIS THIS TRAINING AID DETAILS HOW TO ADD A "STAFF" RECORD WHEN THE PERSON DOES NOT
EXIST ALL RECORDS, WHETHER FACULTY, STAFF, OR STUDENTS, BEGIN WITH ENTERING CORE BIO DEMO INFORMATION

Powered by 4y Jira Senvce Management

o Select from the list of training material, procedures,
instructions, other frequently requested information, and
how to.



Any Questions?



USAFA Campus Solutions | SIS Service Desk Portal

For Emergency Request

Pleasa sand an emai t: Usafa 5 supporafacademy af edu
Phone number. 333.9701

Select for which of the following
categories the request is being made
for a Cadet, Instructor and Advisor, or
a Staff.

Select Cadets for any issues related to
cadets.

Select Instructors and Advisor for
instructors and advisors related issues
related.

esemce Desk / Staff

Staff

Welcome! You can raise a request for Staff using the options provided.

¥ Contact us about

osls Service Desk / Instructors and Advisor

Instructors and Advisor

Welcome! You can raise a request for Faculty using the options provided

7 Contact us about

Account and Access

Unable to login, Change in security access

Service Desk / Cadets

Cadets

Welcomel You can raise a request for Cadet using the options provided

Y Contact us about
Account and Access

Unable to login, Cannot see my information

System Issues
System is down or Inaccessible, Submit Application Eror or Issues

User or Training lssues
User Training Issues

Other Issues Or Request
Other Issues or Request

Request Dorm Key
Request Dorm Key

Report and Request

Query Request, Reporting Request

System Issues

Application erfor or data error, System is down or Inaccessible

User/Training Issue

User/Training Issues.

Other Issues or Requests

Other Issues or Requests

Account and Access

Report and Information Request
Query Request, Reporting Request

System Issues

Issue, Process not working as expected/Process fais, Application error/data error

System Maintenance
Interface Run Request, System configuration change

User/Training Issues
UserfTraining Issues

Other Issues or Request
Other Issues or Request

Provision a new Faculty or Advisor (not for GW or DF), Provision new staff (not for GW or DF)
User Access Maintenance (Add / Remove Roles), Change in securlty access, Unable to login

Report Securlty Breach, System s down or inaccessible., System Performance slow/performance

Select Staff for any
issues related to staff.

'Service Desk / Knowledge Base

Knowledge Base

Welcome! You can raise a request for Knowledge Base using the options provided.

@ Learn more about

Knowledge Base

Recently used forms

Unable to login in Cadets
BB Ticket request if you are unable to login. We'll help you

Select Knowledge
Base for training and
reference material
available.

Select Recently used
forms to select a
request type recently
requested.




