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Logging into CA Unicenter Service Desk 
 

1. If youôre logged into DASL, navigate to the portal page by clicking ñHomeò on the blue 
menu bar.   Next click the Quick Link to ñHelp Deskò which opens the CA Unicenter 
Service Desk website.  Go to step #3 for instructions on how to log in. 

 

 
 

 

2. OR Navigate to the MDECA homepage, http://www.mdeca.org.  On MDECAôs 
homepage, click the Helpdesk link at the bottom of the page (Figure 2).  

 

 
 

3. You will be redirected to the CA 
Unicenter Service Desk website. Enter 
the username and password provided 
to you by MDECA to log in. Please note 
if your email address is not allowing 
you into the system, call 937-223-1112 
for further assistance.  Also, please 
remember your password is case 
sensitive.   
 
Username: Your Email Address 
Password: mdeca 

Figure 1 

Figure 2 

Figure 3 

http://www.mdeca.org/
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4. After you enter your login information, the helpdesk home page will display (Figure 4). 
From here you will be able to do the following: 

a. Create a new request 
b. Review your open requests 
c. Review your closed requests  
d. View Helpdesk Announcements 
 

Helpdesk Home Page 
 

 

 
Create a New Request 
 

1. To create a new request, click on the link, ñCreate a new Requestò found at the upper 
left side of the helpdesk screen (Figure 5).  

Figure 4 

Figure 5 Figure 5 
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2. After the window refreshes, click the + sign to choose your request area (Figure 6). 
 

 

3. You will then be presented with a screen to choose a Request Area. Continue to hit the 

ñ+ò signs until you have drilled down to the Request Area that you want your ticket 

directed to. For EMIS, DASL and ProgressBook questions, you will want one of the 

three Request Areas: 

a. MDECA.Student 

b. MDECA.Student.DASL 

c. MDECA.Student.ProgressBook 

 
 

Figure 6 

Click on ñ+ò to 

expand the tree 

until you begin to 

see the fields you 

need to choose. 
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4. Once your Request Area has been properly filled out, you will be presented with more 

fields at the bottom of the screen to provide MDECA with more information. Please fill 

out the following fields as detailed as possible: 

a. Priority: Rank the priority of your request from 3-5 or None. 

i. Request Summary: Preface the summary with your Building or district 

code and the software abbreviation you require assistance with: 

1. Please use the following abbreviations for software 

a. DASL for DASL 

b. PB for ProgressBook 

c. EMIS for EMIS 

d. RS for Reporting Services 

2. Summarize your question or concern in 10 words or less  

3. Example:    MDEL: PB: Report Card showing incorrect marks 

b. Request Description: Please type out your question or concern with as much 

detail as possible such as breadcrumb trail, ID#s, and what you were doing when 

the problem occurred. 

c. Additional Fields: Any field marked in green is required to be filled out before 

submitting the ticket successfully. We are asking you for this information because 

it is the same information that we must submit to DASL State Support or 

ProgressBook Support for further support. It also enables us to dig further into 

the issue before either having to submit a ticket up to the state level or respond 

back to you for more information.  

 
 

Click on the blue wording to 

populate the Request Area 

field and return to the 

original screen. Please choose 

one of the following: 

       1. Student 

       2. DASL      

       3. ProgressBook -or- 

       4. EMIS 

to ensure your ticket reaches 

the appropriate team at 

MDECA.  
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5. Click SAVE at the top of the screen to save your information and to submit the request 
to MDECA Student Services Helpdesk (Figure 8).   
 

Figure 7 

Figure 8 

Anything with a green field 

name MUST be filled out or 

your ticket will not save! 
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6. After clicking Save, you will return to the Home Screen (Figure 9).  You will receive a 
request number and confirmation that your request was created.  Click OK.  Click on the 
link ñRequest ###### created. Click here to viewò to open your newly created request 
(Figure 10). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10 

Figure 9 
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Finding Your Open Requests 
 
1. Go to the Helpdesk homepage (Figure 11), to check on the status of request(s) you 

have submitted. In the section labeled ñLook up my existing Requestsò, click on the link 
ñYou have # open requestsò, or you can type in the specific request number.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on the blue number assigned to your request to open the Request Detail screen 
and view the communication log and status (Figure 12).   

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12 

Figure 12 

Figure 11 
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3. Scroll to the History section of the request to see the communication log (Figure 13). 
 

 

 

 

 

Adding Comments/Documents to your Request  
 

1. Click ñAdd Commentò to provide more information or reply back to Helpdesk on your 
request (Figure 14). 

 

Figure 14 

Figure 13 
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2. Your screen will refresh for you to add comments or new information (Figure 15). Click 
Save when finished adding comments to submit the information back to Helpdesk. 

 

 

 

3. If you need to attach a document or screen copy, click Attach Document at the top of 
the screen (Figure 16).   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 15 

Figure 16 
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4. After the screen refreshes, click the Locate File button to browse your PC/Mac and 
locate the file to be uploaded (Figure 17).  

 

 

 

 

 

 

 

 

 

 

 

 

5. Click Browse.  Once you locate the file, click OK to upload the file to the server (Figure 
18).  
 

 

 

 

 

 

 

 

 

 

6. Your screen will refresh with a confirmation that the document was successfully 
uploaded (Figure 19). Click Save and Close to return to the Request Detail Screen. 
(Shown on pg 13 ï Figure 20) 

 

 

Figure 17 

Figure 18 

Figure 19 


