LOG INTO FENNVILLE’S NEW TECHNOLOGY HELP DESK SYSTEM
Access the web page by clicking the below link or copying it to you web browser:
http://helpdesk.swmitech.org

Enter your Fennville email address in the first box where it says “Your email address” under the Login tab on the left side
of the screen
In the second box enter your password. If you do not know your password, please contact your building secretary.
Click the “Login” button

Once you log in, you will see the following:

Your Full Name

Your Phone Number

Your name, organization, building, phone number and email address are automatically uploaded. This information is
based on the information set up in Fennville’s network. Please do not update the information yourself as any changes
you make will be overwritten by the system.
If something is incorrect, please indicate what is incorrect in your ticket, and it will be corrected. NOTE: If you are in
multiple buildings, only one building and phone number can be displayed in your Profile.

CREATE YOUR TICKET
Move your mouse over “Submit a Ticket” and click once.

Select your Department (this will always be “FEN – Fennville”)

Choose your location from the list provided. This is going to be the location where you are experiencing the issue or
need assistance in

Click the “Next” button

In the “Location:” field, please enter your room number, area of your cubicle or other identifying information.
In the “Phone Number:” this needs to be the number we can reach you at. That number may be different than your
extension number. The number shown here is where we will call.
Unless you are requesting approved new hardware or software please skip down to the “Your Message” area.
In the “Subject” field, please give a brief description of what your issue is (do not use single word subjects, please be
descriptive).
In the large box direct under “Subject”, describe in greater detail what your issue is

If you have a screen shot of an error message or a quote for a product you want to order, you can attach the file to the
ticket (See Uploading a File with Your Ticket below). If you don’t want to upload a file, click Submit.

Be sure to log off when you are finished:

You will receive an email from SW MiTech Help Desk confirming your ticket. Please watch for emails from SW MiTech
Help Desk. If we need additional information from you, or we need to provide you with information about your ticket,
that information will come to you through an email.
Every email you receive from the help desk system will contain a link similar to the following:
Ticket ID: LHJ-951-43049
Subject: The Subject Of The Ticket.
Department: FEN – Your Building
Type: Task
Status: Open
Priority: Normal
You can check the status of or reply to this ticket online at: http://helpdesk.sjcschools.org/index.php?/KRE/Tickets/Ticket/View/LHJ951-43049

Clicking the link will open right to your ticket after you log in. Use the link to communicate with the technician or
engineering working on your ticket. Please do not call or email directly to the technician or engineer assigned to your
ticket. Communication through the help desk ticketing system helps us serve you more efficiently.

UPLOADING A FILE WITH YOUR TICKET
To add a file to your ticket or to your reply, click the “Add File” link under your message

Click the “Browse” button

Browse to the location of the file you want to upload, and click on the file to select it. The file name will appear in the
“File Name” field. Click the “Open” button to attach it
If you need to upload more than 1 file, click on “Add File” link again and repeat the above process.
When you have completed uploading the files you want to attach, click the “Send” button.

CHECKING YOUR TICKETS
If you need to add information to your ticket, you can do so by clicking the link in the e-mail or by logging into the
helpdesk website and clicking the “My Tickets” link.

Click the description to open the Ticket ID (the word “Test” in the below example)

You will be able to see any updates to your ticket

To add information to the ticket, click the “Add Reply” button
Be sure to click the “Send” button when you have completed typing your reply

