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How to use Track it Web
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What is track it web?
• Track it Web will be used to generate 

new trouble tickets for technology 
requests.

• Track it web will replace the current 
technology request system.

• Track it Web has features to help 
facilitate users and technicians during 
the technology request process.
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How to access track it Web?

From any computer with 
internet access go to:

http://helpdesk.esc2.net/

http://helpdesk.esc2.net/
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The Login Screen Appears
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Enter your 
domain login Id 
and password

Login Screen
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You are now logged in track it web

To open a new 
ticket click on “add 
a new work order”
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Work Order Request Screen

Fill in the 
following 
fields

You can attach supporting 
documents by clicking on 
browse

Once complete 
click submit
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Request Confirmation Screen

Please make note of 
your work order 
number for future 
reference

Once you make note 
of your work order 
number click OK
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Open Work Orders

On this screen you can view open 
work orders

You can click on the work 
order number to view 
details and notes made by 
the technician assigned to 
the work order

Click here to view old 
work orders and their 
resolution

Click here to view all 
work oders new and 
closed.
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Completed Work Orders

Once a work order is completed you 
will be able to view the solution and 
technician notes. You will also receive 
an e-mail confirmation of the 
completed work order as soon as the 
order is complete

Note the work order status
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Solutions Screen

To enter solutions screen 
click here

Solutions database has How to 
documents to help the user fix 
their own problems. type 
keyword and click search
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Solutions Screen

This screen shot shows 
all related topics 
dealing with e-mail

Click on the any of the how to 
documents for step by step 
instructions
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Workstation Screen

To view information specific to your 
computer click here
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Workstation information

The workstation link houses 
all information specific to 
your computer such as 
hardware, software installed, 
devices and other 
information.
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Any questions?
• If you have any questions or concerns 

please send an e-mail to 
<Helpdesk@esc2.net>

Thank you for your patience and support
Sincerely, MIS Staff

mailto:Helpdesk@esc2.net
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Priorities
The goal of the MIS department is to respond to all requests for service as quickly as possible.
MIS prioritizes requests based on the following general guidelines: 

• Priority 1 requests are those that meet one or more of the following criteria: 
– Multiple users are affected. 
– The user's computer is not functional, with no other alternatives available.
– The network is inaccessible. 

• Priority 3 requests typically fall into the following categories:
– The request is specified as non-urgent by the customer. 
– The request involves peripheral equipment such as printers. 
– The user is experiencing an application problem that does not interfere with critical functions.
– The user has an informational question (e.g., "How do I...?"). 

• Priority 5 requests are those that require scheduling, research, or other advance preparation.
Examples of planned requests might include the following: 

– Hardware or software recommendations. 
– Computer setups and moves. 
– Maintenance. 
– Requests for other services. 
– Software installation or upgrades. 
– Hardware upgrades or service


