
How to submit a help 
desk ticket

By: Mr. Rico



1. Click on the link under my signature- while 
you are on the district network



1b. 
If not on the school network

1) Go to Unified WorkSpace
2) Log in using your @sausd.us credentials
3) Find Service Desk



2. Sign in using your @sausd credentials



3. Click on Requests

Click on 
REQUESTS



4. Click on “+ New”



5. Click on school site Tech Support



6. Fill items

Your name appears 
here

Enter your room 
number

Fill in the * items



7. Be as descriptive as possible on the Description

After all 
items are 
filled, press 
“Add 
Request”



You are done A:)



Another way to submit a Help desk ticket

Email me and cc helpdesk.support@sausd.us.

This will create a ticket for you and you will receive an email 
with information about your ticket

mailto:helpdesk.support@sausd.us

