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Create an Incident via Email

You can send an email directly to IS&T to create a new Easy Service incident. This
ability will enable you to completely bypassthe Help Desk and speed up the
process.

» Openemail program o e

» Enter easy@csuohio.eduin the To: field. Computer Lab Issue

Content Management Issue

» Inthe Subject: field, type ONLY one of the
short descriptions exactly as shown Email Issue

' i i ; NEO e
» Type adetailed explanation of the issue in the CIWOIK ISSUE

body of the message. Other Issue

- o . Password Issue
» After the email is sent, it will automatically

create a new Easy Service incident and be sent
to the IS&T staff best suited to help you with SiEer lsELe
your issue. Software Issue

PeopleSoft Issue

You will receive a confirmation email with your Telephonelssue

Incident Number. Training Issue

If you have questions, simply respond to this
confirmation email and it will be added to the
incident.
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Create an Incident via Email

You can send an email directly to IS&T to create a new Easy Service incident. This
ability will enable you to completely bypassthe Help Desk and speed up the
process.

NOTE:

When you type
easy@csuohio.edu in the
To: field and pressreturn,
ML 1pu=r@cachiosd: it becomes Easy Help.

i Send [ Attach @ Add-ins Discard  eee 1]

All v

221PM To Q Easy Help X

luments...

Cc

Bcc

Training Issue

m @ | B I U A A K A S S Z€ vV

I need help with formatting Excel documents for printing. Could we please
set up a time to sit down together to go over this?

Thanks,

Joseph P. User
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Add To an Incident via Email

When you create an incident, you receive an email with an identification
number. Use this email and number to add information to your incident.

Archive Junk |V  Sweep Moveto vV  Categories V  eee 9 Undo
All v Incident INCO075101 -- opened on your behalf A
IS&T Help Desk <csuohio@service-now.com> * 9 Replyall |V
905 AM To: MJoseph P User;y Mon 2/29/2016 8:57 AM
..
9:05 AM

You received this email because an EASY Self Service Incident was opened for you by IS&T.
Short description: Telephone Directory Update Via Web.

8:57 AM By opening this ticket and requesting help, you are permitting us to access your computer
remotely, if necessary to install software, load patches, or fix problems. If this is not true, please
inform the help desk so they can add a comment to your ticket. Allowing us remote access means
we can fix many problems more quickly and efficiently.

8:54 AM

You can check the status of this Incident by clicking here: INC0075101.
In the future and for faster service, you can open your own Incidents by going to
easy.csuohio.edu and "Click Here to Open an Easy Incident".

Fri 2/26

‘ You can still call the Help Desk at X5050 and you can still email the Help Desk at

help.desk@csuohio.edu
If you have any questions please contact our Help Desk at 687-5050.

‘ Fri 2/26 Thank You. IS&T.

Ref:MSG0301676

» REPLY to email:
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When you receive thi
email, simplyreply to i
to add more
information to the
incident.

SEND NEW email:
Send a new email to

easy@csuohio.eduwith
RE: (incident number)
in the subjectline.
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