
HOW TO SUBMIT A REQUEST FOR TECHNOLOGY SUPPORT 
 
 

1) Click the Track it 2019 Icon on your Desktop 
 

 
 

2) Click Log in using your Windows Account 
 

 
 

3) Click Create New Ticket 
 

 
 



 
4) Mandatory fields to be entered are: 

 Summary – Enter a brief (2-3 word) description of issue/need 
 Note – Enter a full description of the issue/need 
 Call Back Number – In this dialog box, please enter your location, 

(building / room number), instead of a phone number.  
 
 

 
 

 
5) When you are finished completing the form, click Submit. 

 


