Instructions & Procedures for Student Digital Dreamers Chromebooks Only:

**Important - When it’s time to enter your user ID and password, never save the information.
Media Center Desktop Login:

1) The program icon is named Incident IQ.

2) Double click onto the program icon, it will take a few seconds to open.

3) Double Click onto “Microsoft Azure”.

4) The student will now need to login with their full email address (for ex. s1234567@dekalbschoolsga.org), hit next, and then type in their password.

5) Double click onto the “New Ticket” button.

6) Identify your problem by selecting one of the icons showing, for ex. “Hardware”.
7) Select an Issue Category, for ex. “Connectivity”.

8) After you make your selection, for ex. “Connectivity”, make your next selection for ex. “Can’t Connect to the WIFI”.

9) Please type your problem into the “Describe your Issue” box.  Please be very detailed when describing your problem.

How to log into the Student Incident IQ helpdesk on your Chromebook:
1) Open Google Chrome.

2) Type - dekalb.incidentiq.com in the browser.

3) The student will now need to login with their full email address (for ex. s1234567@dekalbschoolsga.org), hit next, and then type in the password.

4) You may be asked to enter your user ID and password.

5) Double click onto the “New Ticket” button.

6) Identify your problem by selecting one of the icons showing, for ex. “Hardware”.

7) Select an Issue Category, for ex. “Connectivity”.

8) After you make your selection, for ex. “Connectivity”, make your next selection for ex. “Can’t Connect to the WIFI”.

9) Please type your problem into the “Describe your Issue” box.  Please be very detailed when describing your problem.

· You can attach a file if you’d like.  Look to the right side of the screen, below the “Describe your Issue” box.  Click onto browse for a file, or drag and drop for upload.
· Once your ticket is complete, you can go to your “Open Tickets” or “All Tickets” by clicking onto either one to see what you have submitted and perhaps to see if the ticket is still open, or if it has been closed with the resolution in the ticket.

· After you submit a ticket and then decide that you’d like to cancel the ticket, look to the left side of the screen and in red you will see “Cancel Ticket”, hit the button.
· If a student doesn’t have access to their Chromebook’s desktop to send out a helpdesk ticket, they must go to the Media Center and log into 1 of 4 wksts that has the students’ helpdesk.  The wksts are the first 4 wksts in front of Mr. Simony’s desk.
· If a student has a lost or stolen Chromebook, they must submit a helpdesk ticket first.  The student must type their full name, and student number in the ticket and briefly explain what happened to the Chromebook.  
· There is no turnaround time, when the Chromebook is repaired, the ticket will be closed and the resolution will be in the closed ticket.  You must read the resolution because this how we will communicate with each other regarding your Chromebook.
· Students that have Chromebooks with network, software or hardware issues, must complete a helpdesk ticket first.  You will not be able to bring me a Chromebook without a helpdesk ticket.  I need you to print out the ticket and bring it along with the Chromebook.

· I will be seeing students in the Media Center to repair Chromebooks during 5th period only, and the days will probably vary.
· I will post a sign outside the Media Center each week with my schedule.  
