
Welcome to CASD Helpdesk Ticket system. Access using the Employee Resources link located on the 

CASD Home Page.  Login with your Active Directory (Same as computer and email) credentials.  If this 

does not work, or if you do not have credentials for login, please email Helpline@casdschools.org. 

 

Once you log in, you will see the screen below: 

 

Type of ticket = Incident or Request.  Use the drop down arrow to make the appropriate choice. 



 

Category: 

Scroll down to find the Category that best matches your request and highlight.  The “Watchers” section 

will be filled in automatically by our team and will be view only for your needs. 

 

Location: 

Please choose the appropriate location of where the incident occurred or request is needed. 

 

 

Title:  This area is to list your Room# and location within the building you already chose above. 



Description:  Describe the incident or request in as much detail as possible. Detailed information helps 

us provide better service for you and our students.  To provide a screenshot or documentation, you may 

click on the Browse button or drag and drop your file into the box below the Browse button. 

 

Once all information has been filled in, Click on the “Submit message” button. 

 

An “Informational” pop up box should appear at the bottom right of your computer screen which 

provides the Ticket# and an “Item successfully added” message. 

 

 

Once everything is complete, you should see a green checkmark.  To get back to your ticket system, click 

on “Home” or if you have another issue, click on “Create a ticket” link from the top task bar. 

  



When you click on “Home” the “Create a ticket” box will appear listing all of your tickets in various 

stages of completion. 

 

To access any of these tickets, click on the blue link “New” or any that apply.  You will see a list of the 

tickets in each category.  To further view a specific ticket, click on the Title link of that ticket. 

 

 

 



 

To add a Follow up to a ticket, click on the “Processing ticket” link at the top left and the processing view 

will appear. 

Click on the “Followup” icon and type your message in the description box.  Click on “Add” to send your 

message. 

 



 

After your message has been sent, you will be able to see the message in the ticket system. 

 

To log out of the ticket system, find the icon in the taskbar at the upper right of your screen and choose 

the icon that looks like a circle with a line through it.  See sample below.  This will bring you back to the 

login screen. 

 


