
Cumberland University Quick Step Guide for Requesters 
 

 
 

!!!AWESOME, NEW & EASY, 9 STEP  PROCESS TO SUBMIT TECHNOLOGY 

REQUESTS!!! 

 

•••• To open, or review, a Technology Incident Request, aka HelpDesk Request you 
must open your Internet Browser (Internet Explorer, Netscape etc…)  and browse 
to http://intranet.cumberland.edu.  

 

••••   From the LINKS FOR YOU on the right hand side, locate and click on: 
Information Technology Helpdesk Incident Requests (HELPDESK). 

 

•••• Alternatively, you may also copy this link and paste it into the web address 
window for your browser: 
 http://ca.myschoolbuilding.com/myschoolbuilding/mygateway.asp?acctnum=525572978 

 
Next, follow these easy steps: 
 
Step 1: Required: Enter your school Email Address to access the work request page 
 

 
 
 1a. Required: If you are not a registered user, you will be able to create an account 
by following instructions on the screen. Start by entering your Last Name in the field 
provided. Click ”Submit” to continue. 
 

   
     
 1b. Required: Finish this part of the registration by entering your First Name, and   
Phone Number. Cell Phone and Pager are optional.   



 
 

Step 2: Required: Use the drop down menus to select the Location where the work 
needs to take place. Follow the same steps for Area, and then type in the Area/Room 
Number. 
 

 
 

Step 3: Required: Select the icon that best describes your Problem and click on it. If 
the problem type is not listed, or you are unsure, choose the one that is closest one.  
 

 
 
 
Step 4: Required: Type in a detailed Description of the problem you are reporting. 
Please be descriptive and complete. The more information you include, the better we 
will be able to address your needs.  
 
Step 5: Optional: Type in the Time Available for Maintenance. 
 

Step 6: Optional: Type in the Purpose Code. (Please select a PURPOSE from drop-
down list) 

 



Step 7: Optional: Add an Attachment to your work order request. (If you have a 
screenshot or other document pertinent to the problem you could use this.) 
 
 

Step 4  Please describe your problem or request.  
  

 
   
Step 5  Time Available for Maintenance 

   
   
Step 6  Purpose 

-- Select Purpose --
  

   
Step 7  Attachment 

Attach New File (Maximum allowed is two attachments with a size of 3MB or less per file.)  
   
Step 8 Submittal Password  
  

   Forgot Password? 
   
Step 9  Submit

  
Your new requests are automatically shown as approved by you on submit.  
NOTE: You will receive the following notifications.  
You will be notified receipt of your request.  
You will be notified of status changes to your request.  
You will be notified if this request is completed. 

    
  

 

 
Step 8:  Required: Type in the Submittal Password for Cumberland University. 
This password is:   

   cubulldogs 
 
 
 
Step 9: Required:  Click Submit to have your request sent to the IT Department. 

 



•••• After you click Submit, the screen will refresh and go to the My Requests tab. 
 

 
 

On this screen you will see up to date information on your request 
including the status, work order number and action taken notes. You can 
click on the number next to the status description to see all requests 
marked with the status. You can search for any work order request by 
typing in a key word in the Search box and clicking on GO. This will 
pull up any of your requests with that word in it. (ex: keys would pull up 
any request dealing with keys). 
Click on the IT Request Tab to input another new request. 


