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Logging into CA Unicenter Service Desk

1.1 f youbdre |l ogaedgiantotDAShe portal page by
menu bar. Next click the Quick Linktoi He | p De s k 0sthe ICA Wnitenterp e n
Service Desk website. Go to step #3 for instructions on how to log in.

DASL MDECA High School

Julie Brennan [Find Students]
3

DASL - Data Analysis for Student Learning

Quick Links # Enrollment Alerts Announcements s
MDECA Live ITC School Student Alert Type Start Date Upcoming Events ra
HELP DESK There are no records to display

Headlines! 4
MDECA HOME MDECA Live ITC

DASL Training - Click here for DASL Course Svllabus

DSL Testing Query Figure 1
Click here for HELP DESK Documentation!

2. OR Navigate to the MDECA homepage, http://www.mdeca.org. On MDECA©GSs

homepage, click the Helpdesk link at the bottom of the page (Figure 2).

Metropoitan Dayton Educational Cooperal
D E 225 Linwood Street - D:

Home  Administration DASL EMIS Fiscal  Library Network Progress Book Site Map

Welcome to MDECA Announcements

« Progress Book Integration Process
Please click here for more details.

« NEW TRAINING DATES for
INFOhio, DASL, and Progress
Book/SpS. Please check the
calendars for dates and times.
Contact Gina Rice to schedule.

+ DASL has been upgraded to

Version 10. Please review
documentation here.

MDECA, Metropolitan Dayton Educatienal Coopgfative Asseciation,
a member of the Ohio Education Computer Netwogl, is an Information
Tachnology Center that provides technology-relajffd services to k-12
schools in Darke, Miami and Montgomery Coungfes, and to Fairborn City
School District in Greene County. MDECA stijfes to bring the latest and
best technalogy to the schools we serve.

Home | CA Unicenter Helpdesk | xchange E-Mail | Remote Help | WebMail | Site Map

Figure 2

Copyright © 2009 MDECA. Al Rights Resarved.

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

sensitive. G

Copyright @ 2005 CA. All rights reserved. Figure 3

Username: Your Email Address
Password: mdeca


http://www.mdeca.org/

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

). Unicenter® Service Desk
Logged in as: MDECA MDECATest (Logout) Home About Help

Request Support

Create a new Request

Look up my existing Requests

You have 0 open requests
You have 47 closed requests

Search Requests

A request number:

|ﬂ

Account Maintenance

Change Password

Announcements

(show All Announcements)

Figure 4
Create a New Request
1. To create a new request, <click odmatthelupper! i nk,
left side of the helpdesk screen (Figure 5).
. Unicenter” Service Desk
Logged in as: MDECA MDECATest (Logout) Home About Help

Request Support

Create a new Request

Look up my existing Requests

You have 0 open requests
You have 47 closed requests

Search Requests Figure 5




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

A Unicenter® Service Desk

Logged in as: MDECA MDECATest (Logout) Home About Help
1182962 Request Detail [ Save J[ Cancel J[ Reset J[ Attach Document ]

Reported by

MDECATest, MDECA

Phone Number Email Address

| mdecatest@mdeca.org

Priority (required) Request Area (required)

|MDECA.Student.DASL

Highest = Priority 3, Medium = Priority 4, Lowest = Priority 5

Request Summary (required)

Request Description (required)

Figure 6

3. You will then be presented with a screen to choose a Request Area. Continue to hit the
i+ 0 s itilyou$havaidnilled 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

Click on — =
expandthe tree Unicenter® Service Desk
until you begin to )

see the fields you Logged in as: Mdeca Test
need to choose.




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. ProgressBookor-

4. EMIS
to ensure your ticket reaches
the appropriate team at
MDECA.

CA). Unicenter® Service Desk

Logged in as: Mdeca Test

Request Area
&7 MDECA

(3 EMIS l

& Hardware
¢ INFOhio
¢ Network

&5 Student
¢ Datamgint Data Deleted or Corrupted by User - Data Restored From Backup
¢ Documentation Screen Shots in Documentation Do Not Match Those in Documentation.

¢ DSL
®¢3 MCSIS

I 73 ProgressBook I

¢ ReportingServices
3 SoftwareMamt New Version of Software Installed.
F¢3 SSEM
¢ Support User Trying to Perform Function 'A', But Mot Achieving Desired Results.

¢ Training Any training related to Student Applications
¢ VideoConferencing

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.



Ca. Unicenter” Service Desk

Logged in as: MDECA MDECATest (Logout) Home About Help
1182962 Request Detail [ Save ][ Cancel ][ Reset ][ Attach Document ]
Reported by

MDECATest, MDECA

Phone Number Email Address

| ‘mdecatest@rndeca.org |

Request Area (reguired)
[MDECA.Student.DASL |

Priority (required)

None (%

Highest = Priority 3, Medium = Priority 4, Lowest = Priority 5

Request Summary (required)| Speiling

|MDHS DASL - Student Missing From R325
|

Request Description (required)

Student #1234 iz missing from my R325 report. Home = SIS = Marks = Marks Reports = Student GRPA Ranking (R325). This is a new student to our
district/building for the 20xx- 20xx school year.

[[listrict Code(s) | ‘\
District Name(s) I
School Name(s) |
School Year I
Student Mumber(s) |
kStudent First and Last Names I )

Progress Book Class Information

Anything with a green field
Progress Book Teacher Name name MUST be ﬂbd out or

DASL Bread Crumb Trail your ticket will not save!
Computer Type

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).

2. Unicenter® Service Desk

Logged in as: MDECA MDECATest (Logout) Home About Help
1182962 Request Detail Save J Cancel J[ Reset J[ Attach Document J
y 5
Reported by

MDECATest, MDECA

Phone Number Email Address

| |rndecatest@mdeca.org |

Priority (required) Regquest Area (required)

[MDECA Student.DASL |

Highest = Priority 3, Medium = Priority 4, Lowest = Priority 5

Request Summary (required)

MDHS DASL - Student Missing From R325

Figure 8




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
I i nk A BEHYgH#H aeated. Click here to viewoto open your newly created request
(Figure 10).
CA. Unicenter® Service Desk

Logged in as: MDECA MDECATest (Logout) Home About Help

Request Support

[ Request 1182962 created. Click here to view.]
Create a new Request

Look up my existing Requests

You have 1 open requests
You have 46 closed requests

Windows Internet Explorer

Search Requests
' Save Successful - Request 1182962 created
L

A request number:
I —

Change Password

Announcements

Figure9  (show All Announcements)

). Unicenter” Service Desk

Logged in as: MDECA MDECATest (Logout) Home About Help
1182962 Request Detail [ Edit Request ][ Add Comment ][ Attach Document ][ Close Request ]
Open Date/Time Status Priority Request Area
Cpen MNone MDECA.Student.DASL

Highest = Priority 3, Medium = Priority 4, Lowest = Priority 5

Request Summary
MDHS DASL - Student Missing From R325
Request Description

Student #1234 is missing from my R325 report. Home = 5I5 » Marks » Marks Reports » Student GPA Ranking (R325). This is a new student to our district/building
for the 20xx- 20xx school year.

Properties

Name Value Example

History

Contact Date Type Summary

MDECATest, MDECA 11/17/2009 10:31 am Initial Contact: MDECATest, MDECA

Email: mdecatest@mdeca.org Figure 10




Finding Your Open Requests

1. Go to the Helpdesk homepage (Figure 11), to check on the status of request(s) you

have submitted. I n the section | abel ed AL omthelinkp

AYou have # qorgoncantypg inéhs specific request number.

). Unicenter” Service Desk

Logged in as: MDECA MDECATest (Logout)

Home About Help

Request Support

Create a new Request

Look |_Look up my existing Requests existing Requests

You have 1 open requests
You have 46 closed re uests

Search Requests

[A request number: ]
Go

Account Maintenance

Change Password

Announcements

(show All Announcements)

Figure 11

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).

). Unicenter” Service Desk Figure 12

Logged in as: MDECA MDECATest (Logout) Home About Help

[Search ][ Show Filter ][ Clear Filter ]

1 request found
Request # Status Open Date Priority Request Area Contacts
c 1182962' Open al#:‘t?fznna 10:31 prig: none MDECA.Student. DASL Assignee:
Summary: MDHS DASL - Student Missing  Description: Student #1234 is missing from my R325 report. Home » SIS » Marks » Marks Reports » Student GPA Ranking (R325). This is a
From R325 new student to our district/building for the 20xx- 20xx school year.

1 request found

10

my



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

€. Unicenter” Service Desk

Logged in as: M A I est (Logout)

Home About Help
1182962 Request Detail [ Edit Request ] [ Add Comment ][ Attach Document ][ Close Request ]

Acknowledged None MDECA.Student.DASL

MDHS DASL - Student Missing From R325

Student #1234 is missing from my R325 report. Home » 515 » Marks = Marks Reports = Student GPA Ranking (R325). This is a new student to our district/building
for the 20xx- 20xx school year.

——P Snyder, Kim 11/17/2009 11:16 am Transfer Transfer assignee from "' to 'Snyder, Kim'
——P  Snyder, Kim 11/17/2009 11:15 am Update Status Status changed from 'Cpen’ to 'Acknowledged'
MDECATest, MDECA 11/17/2009 10:31 am Initial Contact: MDECATest, MDECA Figure 13

Email: mdecatest@mdeca.org

Adding Comments/Documents to your Request

1. Click nAdd €Commpemtvi de more i nformati on
request (Figure 14).

Cal. Unicenter” Service Desk

Logged in as: M

L IV st (Logout) Home About Help
1182962 Request Detail [ Edit Request I[ Add Comment ]I Attach Document ] [ Close Request ]

Acknowledged Mone MDECA.Student.DASL

MDHS DASL - Student Missing From R325

Student £1234 is missing froem my R325 report. Home » SIS » Marks » Marks Reports » Student GPA Ranking (R325). This is a new student to cur district/building
for the 20xx- 20xx school year.

Snyder, Kim 11/17/2009 11:16 am Transfer Transfer assignee from " to 'Snyder, Kim'

Snyder, Kim 11/17/200% 11:15 am Update Status Status changed from 'Cpen’ to 'Acknowledged’

MDECATest, MDECA 11/17/2009 10:31 am Initial Contact: MDECATest, MDECA Fi 14
Email: mdecatest@mdeca.org igure

11



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.

. Unicenter” Service Desk

ogged 0 A ATe 0go e Abo elp

Add Comment to Request 1182962 | save ||| cancel || Reset

J

User Description

Figure 15

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

€. Unicenter” Service Desk

Logged in as: MDECA MDECATest (Logout) Home About Help
1182962 Request Detail [ Edit Request J [ Add Comment I[ Attach Document J[ Close Request J
\ J

Acknowledged None MDECA.Student.DASL

MDHS DASL - Student Missing From R325

Student £1234 is missing from my R325 report. Home » SIS = Marks = Marks Reports » Student GPA Ranking (R325). This is a new student to our district/building
for the 20xx- 20xx schoal yvear.

Snyder, Kim 11/17/2009 11:16 am Transfer Transfer assignee from " to 'Snyder, Kim'
Snyder, Kim 11/17/2009 11:15 am Update Status Status changed from 'Open’' to 'Acknowledged'
MOECATest, MCECA 11/17/2009 10:31 am Initial Contact: MDECATest, MDECA Figure 16

Email: mdecatest@mdeca.org

12



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

L)

Figure 17

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

CJ—

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 137 Figure 20)

Figure 19
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