How to Submit Service Request for Cameras?
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Type in URL for TESSA

f ‘ Technology Support Services Application(TESSA) Logous

‘Welcome, You are entering a secure transaction website for technology suppoert services for Horry County Schools..

You are responsible for keeping your password secure and changing it as needed to prevent unauthorized use. This program
is optimzed for a screen resolution of 800 x 600 or higher.

Your HCS Email Address OR Employee ID: Login to TESSA

Password:
m

Done € Intemet | Protected Mode: Off H100% -

Go to the technical support website

http://apps.hcs.k12.sc.us/apps/Tessa/

Login using your intranet login ID and password.


http://apps.hcs.k12.sc.us/apps/Tessa/
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The "Search Service Requests” choice will allow
you to view based on a selected of criteria. The next

screen will give you search options.

The "Enter Tech Support Requests” choice wil [ T T Click on "Enter Tech
allow you to enter technical support requests.

Support Requests"

m

The “"Enter Services Provided" choice will allow Enter Sarvices Provided
you to enter technical support remedies.

The "Review Travel Summary” choice will allow Select School Year =
you to review travel reimbursements by technician.

Once processed, the travel is coded as such and is Beview Ifavel Sugmay,

no longer available for processing.

The "Review Travel Detail” choice will allow you to Review Travel Detai

print travel reimbursements forms by technician for
approval signature.

The "Review Services” choice will allow you to view
numbers of open service requests by location and

the number of days since the last serice.

The "Aging Report” choice will allow you to view

numbers of service requests and the number of davs
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Select “Enter Tech Support Requests” from the options menu
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Request Entry Form

Location:  Selsct Location

Client: Room:
ot Classification: SelectClass =
Phone:
Category: Select Category + Type: Selecttype - E
Hote:

Provide valid manufacturer make, model and serial number for all work to be accomplished on a specific
waorkstation. Use “NA" for make, model and serial number fields for all generic work not assigned to a specific
workstation.

Make: Model:

Serial Number: Assign Hardware: No ~

Monitor Serial Num:

Request Description:

Email Notification (this will notify you by email when service is recorded for this request): b |

Email Address (optional):

Submit Request
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The request entry form will be displayed as illustrated above.
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Request Entry Form
Location: Select Location +
Fill in the form as usual. In Client: Room:
the "Classification" field, be C;":o'ﬂns Classiiicaiion: |Sdodt Ciass <]
sure to select "MEDIA" In Select Class 1
L. Category: Select Category ~ Type: |BLDGPRGM =
the "Request Description” Note: CoUPUTHG
field, type in a detail PSRN S S ELL )  Select
description of the problem and LT MEDIA
. . . . |TELEPHONY
physical location of the camera Rakad ROGEE
in quesfion. Serial Number: Assign Hardware: No
Monitor Serial Num:
Request Description:
Email Motification (this will notify you by & “\“ orded for this request): b
Email Address (optional): k" '5‘»{\
G“Rei\“es
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Complete all required information on the form in as you would for other types of service requests.

In the Classification field it is important that you select MEDIA.

Provide a detail description of the problem in the “Request Description” field. It is important to include
the physical location of the camera in question since the technician dispatch to complete the repair will

not necessarily know this information.

Click “Submit Request”



