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Submit a Freshdesk Work Order

Submit a Freshdesk Work Order
Create a useful Technology Services ticket so the correct technician can respond quickly.

Before you begin: Each staff member should submit their own ticket. Do not include passwords 
or other confidential information in a work order.

STEP 1  Review your existing tickets
Sign in to WCPS Freshdesk and review open or pending tickets before creating another request. 
Reply to the existing ticket if it concerns the same problem.

Review your existing tickets.
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STEP 2  Start a new support ticket
Select New support ticket. Confirm that your requester email is correct and choose the category 
that best matches the issue.

Start a new support ticket.
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STEP 3  Describe the problem
Enter a specific subject. In the description, include the school, room number, device type, asset tag, 
what you were trying to do, and any error message.

Describe the problem.
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STEP 4  Attach evidence and submit
Attach a screenshot when it helps explain the issue, review the details, and select Submit. Watch 
your email for updates or questions from Technology Services.

Attach evidence and submit.


