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How to Create an Incident / Request on
Service Now

Step 1: Go to https://cunyithelp.cuny.edu then Click Login.
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Need Help with Technology?

Browse IT Services @ Find Answers Reach Tech Resources &
BrowsalTSe & Totou 5 5, Rate Or Submit Help Desks
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Step 2: Type in your CUNY credentials then Click Login. Note: During
certain instances when using your work computer this data may populate
automatically. Users will also have the ability to set preferred email for
notifications by clicking on the **Manage your Account link.
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Web Applications Login

If you are logging into a University cloud service offering, such as
Dropbox or Micresoft Office 365 for Education, you agree to abide by
the terms in the CUNY Acceptable Use of University Data in the Cloud
policy.

Log in with your CUNY Login credentials:

IFmName LastName##@login.cuny.edu I

Password

> Forgot Password 34

> Forgot Username b Manage your Account L L

PROTECT YOUR PERSONAL INFORMATION AND PRIVACY

ONLY enter your CUNY Login password on CUNY Login websites
(ssologin.cuny.edu and login.cuny.edu). NEVER share it with others or
enter your CUNY Login password elsewhere without the approval of
your campus IT department. More information on CUNY's policies
regarding user accounts and credentials can be found in the
Acceptable Use of Computer Resources Policy.

Step 3: Click on Catalog

Step 4: Click on LaGuardia Community College Catalog.
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LaGuardia Community College Catalog



https://cunyithelp.cuny.edu/

Step 5: Click on LAGCC Submit an Incident. Note: You will have the option
to Submit an Incident, i.e., Something Not Working/ Broken (Boxed in Red) or
to submit a Request for something you don’t have or need in order to
complete your work (Boxed in Green)
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LAGCC - Submit an Incident
Something is broken

LAGCC Accounts Management

CUNYfirst Access, SIMS, Local SharePoint
<

LAGCC Campus Applications
Faculty & Staff Portal, SEMS, C2C, SIRS

View Details View Details

LAGCC Collaboration Tools
Blackboard Support, Zoom, DropBox

LAGCC Communications Req... LAGCC Data Request

Adhoc Report, Recurrent

Report/Process, New Data Store/Bl
Report

Email, Text Message

View Details View Details View Details

LAGCC Employee Email

Client Access, Shared Mailbox, Benefits, Compliance Training, COVID,
Distribution Group CUNYfirst

LAGCC Human Resources LAGCC IT Equipment Purchas...

IT Approvals, Request A Quote

Step 6: The fillable form will now be visible. All * fields require an entry.

Heme D AlCsalogs > > llege . > Search a

*LGEE - Submil an Incident

LAGCC - Submit an Incident

- J—

Step 7: Click on the “Is this request for yourself?” drop down arrow and
select the appropriate option. Note: By default, your name will appear in
the Welcome text box. If No is selected a secondary box will appear
requiring the name of the other user. Users also have the option to
enter an additional email for receiving notifications. Note: Be mindful

that from here on depending on which option is selected; available choices
from dropdowns may vary.

LAGCC - Submit an Incident

Something is broken

Welcome:
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* Please type the name or enter "Other User" if the person is not listed.

Additional email for notification

Step 8: Click on the Catalog Item Drop down arrow and select
appropriate option. Note: Select Other if desired item isn’t present.

* Catalog Item

—None—

Accounts Management

Employee Email
Labs/Classrooms

Network Services

Office Workstation

Other




Step 9: Click on the Category Drop down arrow and select appropriate
option.

* Category

Hardware

Software

Step 10: Click on the Subcategory Drop down arrow and select
appropriate option.

* Subcategory

| - None -

Configuration/Troubleshooting

Internet Browser Troubleshooting

Malware/Virus Removal

Step 11: Type in a Short Description and Description if you would like
to further explain your request.

Short Description

| | l
Description

Step 12: Click on the Add attachments link if you would like to include
any files pertaining to the incident.
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View Details

the desired request and populate accordingly.

Step 13: Once done, Click on Submit to send your Incident.

Note: Alternatively; requests follow the same process, simply click on
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Email, Text Message
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