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ITO Helpdesk Request Form

 Information Technology Office(ITO) strives to provide quality
Information Technology Services to support the academic and
operation needs of the Academy.

 IT Service Request Form allows you to report an issue and make a
request regarding IT aspects, selecting the category of the problem,
providing further explanation and comments regarding the problem
if any.

« Submit an IT support enquiry online: http://itsupport.hkapa.edu/
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http://itsupport.hkapa.edu/

Request Form - itsupport.hkapa.edu

1. Please enter your academy email (A12345.stu@hkapa.edu / s21chantaiman@hkapa.edu) & A

BREIER" \

Fill in your email address =) | ce o N |

2.Department 075~

* is Mandatory field
Fi" in your Department— Select your answer v

3. Priority E554R3]

Set the Priority == <o .

4.\When do you need our service support? {RiE s EE 5 FaIHIEERE?
Example: For special arrangement, you need a computer set up by oo date; you need a virtual support by
te or conference room set up ready by xox/hhimm date/Time, etc.

X Og

rvice and efficiency time arrangement. We will FrESpONSE your request 3s soon as we can.

Enter your answer

5.What types of issues for requesting this IT senvice? TEEEEESH=IEEE "
() Password issues ZiE
() SSB login issues SSETEERE

Select the category for IT ServiCe m) | ) oo e —sznzs

(O Meeting Room Technical Support ESERETE

() Feedback for EDUIT Services (22 S FEDUIT

(@] | Other

Click on Submit button s [
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Password issue

Helpdesk Request Form

* Required

Password issues
BERE

E%E tipe//pm.hkapa.edu =2 -tr=2=:

[} Yes, £

\

() Mo, please try to reset the password at httpy/om.hkapa.cdu, ‘25, E£3htpy/pmhbkapacdu EF S

Answer the required questions

7.1f the problem persists, please send a student ID / staff ID card photo to itsupport@hkapa.edu for
verification , we will send you bzck the new password ASAP, *

mE

-.‘1.'&

— Student/Staff D Photo has been sent to itsupport/whatsapp. Reguest for password reset SRESESE/ET
=~ EERETUPPOREEER EENEE

() Problem fixed AECESE

() Other/ EiE

Back Submit === (Click on Submit button
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SSB login issue

'Helpdesk Request Form

* Required

SSB login issues /SSB FHEE'ER

The following are 4 common situations and related solutions /L FEESrUESIASEESE

Select one of the SSB 6. Flease select one of the failure messages *

error that encountered BRUASERRARES
(@) Authentication failed /BSR4

() Web access has been disabled SEESFEDE=E

il
il
il
L3

() Authentication error F5iE5S5E
() SSL Error /SSLESES

() OTHER /E#h

Back == (Click on Next button
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SSB login issue

Helpdesk Request Form
SSB disable
SSEEE
Enter the student ID 7.Solution: Please change the password at http.//pm.hkapa.edu and input your student ID{A123
at below We will help to unlock the account ASAP,
EahEEres tomhkepacdu BNEE BEETERAMNSEEEHET  LIESHSREE
Enter your answer
Back Submit

== (Click on Submit button
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Computer issue

Helpdesk Request Form e

* Reguired

Computer issues

—EEREE
Select one of the computer

issue that encountered PlusEE
[] softwars installation request BUEEEEE

| Hardware issue BHEIE

[ ] Softwars issuz BUSREE

]| oOther

Describe the issue or

error message Shown \ 7. Brief Description EEEiL *
Enter your answer

8. Extension Na. / Maobile for arrange onsite or remote service 28/ FIEZSE -
fEEE

| Thevalue must be a number

Available time for onsite/

remote support \ 9. Your availability within next 7 days /a7 7 S SRSV RS

Enter your answer

Back

¢ Click on Submit button
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Meeting Room Technical Support

* Reguireg

Meeting Room Technical Support

EEEEETE

6.Date HEE *

SG'GCt the Date ) Please input date (M/d/yyyy)

7. Setup Time SR (eq: 4:00 AM) =

SeleCt the Tl me — Enter your answer

8. Location HHES *
\_, X910
() Room A

Select the Location e

iy o
() RoomC

) | other

9. Equipment Required ER=sE5E *

Enter your answer

Fill in any equipment is
required in the meeting

Back = Click on Submit button
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Feedback for ITO Services

Helpdesk Request Form

Feedback for EDulT Service

EEESFEDUIT

. 6. Please choose the related service SEEEEERE
Select the related service Bt
\ () Applications|eg.Banner, Intranet)
() Canvas
(_) General IT Suppart Service

{ ) Website

O | Other

Back == (Click on Next button
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Feedback for ITO Services

Helpdesk Request Form e

Feedback Detail

EERE
Provide the feedback and . e the detale =i
\ Enter your answer

Back Submit == (Click on Submit button
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Thank you
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