


Step 1

Open a web browser and navigate to https:/cunyithelp.cuny.edu/csp.

In the top right corner, select the “Log in” link.



Step 2

Log in with your CUNY login account.
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Step 3
After logging in, select “Catalog” at the top right of the page.
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Under Categories, expand the
Baruch College Catalog. After
it has been expanded you will Baruch - Incidents
see two options:

& Baruch College Catalog

Baruch - Requests



Baruch - Incidents

Select Baruch - Incidents if you need to report a © Baruch College Catalog
technical problem. Examples of this would be your
computer will not turn on, you cannot send or receive Baruch - Incidents

email, you cannot print, etc. Any technology-related

. Baruch - Requests
problem would fall under this category. :

Baruch - Requests

Select “Baruch — Requests” for your technology
related request. Examples of this would be access
to a share drive, access to a shared email account,
request for software or additional hardware, etc.
Any technology-related request would fall under
this category.

To open a ticket, select “Baruch - Incidents” or
‘Baruch —Request’ and your respective
designation, Baruch Incident for Faculty/Staff or
Baruch Incident for Students.



On the left you will see a list of items pertaining to your choice.
From here select the option that closely matches your need.
For this example, if you were a faulty or staff member who was
having a computer problem your selection would be:

Home » AllCatalogs » ServiceCatalog » BaruchCollege Catalog » Baruch- Incidents > Search Catalog Q

Baruch Incident for Faculty/Staff

Baruch Incident for Faculty/Staff

= Baruch College Catalog

Item Description

B Baruch- Incidents

Baruch Faculty/5taff - Accounts Incident Baruch Faculty/5taff - Accounts Incident
| Baruch Incident for Faculty/Staff

Baruch Incident for Students Baruch Faculty/Staff - Application |ssue Incident Baruch Faculty/Staff - Application Issue Incident
@ Baruch-Requests Baruch Faculty/Staff - Classrooms, Conference Rooms & Labs Baruch Faculty/Staff - Classrooms, Conference Rooms & Labs

Incident Incident

Baruch Faculty,/Staff - College Generic Incident Baruch Faculty/Staff - College Generic Incident

Baruch Faculty/Staff - Data Issue Incident Baruch Faculty/Staff - Data Issue Incident
BCII'I.ICh couege Caialog Baruch Faculty/Staff - Educational Technology Incident Baruch Faculty/staff - Educational Technology Incident
>BarUCh = InCIden‘l‘S Baruch Faculty,/Staff - Hardware Incident Baruch Faculty/Staff - Hardware Incident
>>Baruch Incident for Faculty/Staff | | N |

Baruch Faculty/Staff - Network Resources Incident Baruch Faculty/Staff - Network Resources Incident
>>>Baruch Faculty/Staff - Hardware Incident R N

Baruch Faculty,/Staff - Printers/MFD/Scanners Incident Baruch Faculty/Staff - Printers/MFD/Scanners Incident

Baruch Faculty/Staff - Software Incident Baruch Faculty/Staff - Software Incident

Baruch Faculty/Staff - Telecom Incident Baruch Faculty/Staff - Telecom Incident



Th|s W||| Open a pcge Thc”' reques‘l‘s Home >. AlCatalogs > ServkceCalog > BaruchCollegeCatakog > Bansch-incidents > Q
information about your problem.

Baruch Faculty/Staff - Hardware Incident
Please complete the following items on this

page. o

Is this request for yourself?
Yes or No. If the answer is no, you will be prompted to enter the name of
the user the ticket is for.

Additional email for notification.
Select this option if you want others to receive email updates on your
ticket.

Category.
Select the category that best matches your problem from the
drop-down menu.

Subcategory.
Select the subcategory that best matches your problem from the
drop-down menu.

Detaiil.
Select the details from the drop-down menu.

Baruch College Departments.
Select your department from the drop-down menu.

Baruch College Locations.
Select your location from the drop-down menu.

After your ticket has been submitted, it will display details about

Room Number.

Enter your room number. it. The progress and updates to your ticket will be posted here.
You can all post notes and additional information about your

Phone Contact. . . o N ;

Enter your phone number. ticket at this location. This information can be accessed from the

ServiceNow portal.
Description.

Provide a description of your problem.

Once you have completed these fields click the
Submit button.



After your ticket has been submitted, it will display details about it. The progress and
updates to your ticket will be posted here. You can all post notes and additional
information about your ticket at this location. This information can be accessed from the

ServiceNow portal.

Home > Ticket Form

Baruch Faculty/Staff - Hardware Incident

Type your message here..

John Chandler 1l
05/06/2024 12:22:48

INC0123580 Created

Q

o IS

Request Status

Your request has been submitted

Number NC0123580
State
Priority
Created 6m ago
~ Options

Is this request for yourself?

Category

Desktop

Subcategory
Failure

Detail

Error Message

Baruch College Departments

BCTC - Computing & Tech Ctr

Baruch College Locations
H - Informaton and Technology Building

Room Number
610

Phone Contact
646-310-1010

Description
My computer started with a blue screen

that has a bunch of text on it.



