Technology Services Department
721 Brewer Drive

Monroe, NC 28112

(704) 296-3143

SUBMIT A TICKET

Created By: Technology Services

This document provides a walkthrough on how to access 1 to 1 plus to submit a ticket.

1. Navigateto1to1 Plus.
Click “Sign in with Microsoft”
3. Enter your credentials:

a. first.last@ucps.k12.nc.us 4N\ ONETO UNF K

A\ 14

b. Password: Domain/Email password
4. Answer any MFA prompts to continue.

Sign in
Email, phone, or Skype

Union County Public Schools

- 52 Signin with Microsaft

i site, you are agreeing to
P L snd Terms and

B8 Microsoft

No account? Create one!

Can't access your account?

5. Read each ticket type description to determine what type of ticket needs to be submitted.

a. Select one of the ticket Categories.

4N g
o N

2 Help Desk Home > My Ticket > Submit Ticket Forms

Welcome to UCPS Helpdesk

Submit Ticket

I Union County Public Schools & Jimmy Wreckles @

L Hardware

Report issues, request removalinstaliation, or
request new hardware Including computers, tablets,
desktop phone, printers, or peripheral hardware,

=% Networking

Repdrt network or internet issues including loss of
wired or wireless connectivity, or request student
interet history reports.

B Accounts

Report problems with the creation, modification, or
disable of a UCPS staff or student account

L software
Report software efrors, request software Instaliation,
removal, upgrade, or seek approval for new
software.

B website

Report problems accessing commonly used UCPS
websltes

? Other

Report a problem that does not align with our
predefined categories
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6. Select the Type of Ticket that matches your problem.

Networking

Report network or internet issues including loss of wired or wireless connectivity, or request student internet
history reports

Networking Type *

v

i What is the issue or

request? Detailed description * Internet is Down - Multiple Rooms

Internet is Down - Single Room

Internet is Down - Whole School

Student internet history request

. Wired Network Connections

‘ | Wireless Network Connections

7. Select Who is being affected.

a. Assigned User: This is automatically populated in for some ticket types. This can be changed if
the problem is affecting a student or a different user. Search for a staff user with first.last or
student via the student number.

b. Related Asset: Search for a UCPS asset tag or serial number if the issue is affecting a single
device.

Assigned User

2 Who is being affected?
Related Asset
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8.

search)
L v
000 Walter Bickett Ed . ‘ 302 A ‘
- 302 Antioch Elem 2
303 Rea View Elem 302_A107
304 Benton Heights Elem 302_A108
305 New Town Elem 302_A109
306 East Elem ‘ 302_A110
307 Rocky River Elem 302_A110A
308 East Union Mid 302_A110B
310 Cuthbertson Mid 366_302
311 Cuthbertson High | 348_A302
302_B100A

9.

Where is this occurring?
a. Site: This is automatically populated if a Assigned User is selected in the previous step. This can
be changed manually if the problem is occurring at a different site.
b. Location: Use the Site numbers listed above to narrow down the search for the room that this
problem is occurring.

Site

) v

@ Where is this occurring?

Location (Use 1 site number 1 to narrow

312 Fairview Elem

Attach an optional file
a. Click to upload or drag a file in to the window to create an attachment.

& Attach an optional file
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10. Click Save
11. Click My Tickets
a. Review any open tickets

=> L M “
Home > My Ticket H Union County Public Schools

S
7= My Tickets

Bo Submit Ticket

&< Refresh Column Finder \
View Applied: Standard

Ticket ID e Asset Serial Number = AssetID B Ticket Type Ticket Type Category Description

Select ct Select t Select Se
Wireless Network
‘ TSK-6179139 PWO3MDCD UC-000870 Network 1 cant get on the wireless
Connections g
“

12. Add ticket notes if any changes occur to the problem you are experiencing to update your assigned
Engineer.
a. Click Save and Send to notify the Technician.

=dit Ticket TSK-$179139

Created by Jimmy Wreckles 522/2025, 11:33AM  Modified by Jimmy Wreckles 5/22/2025, 11:33 AM

= Details + Files No Files

Description 1 cant get on the wireless — Notes

Status Open

Closure Type Enter a new note

Closure Notes il | & Make nole private B Select From Template
Time Spent o
Note *

B T Uoavsg~

n
il
il
I
m
iii
il

il
S

o Filter Ticket Types by selecting Ticket Categories

Trs working now! You can close the ticker. Thanks

Type Categories X Network
Types X Wireless Network Connections
Platform
Technician Andre Parker
Queue
Priority Moderate
Collaborators
— User/Location

o - soe
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