
 

INSTRUCTIONS FOR PLACING IT SERVICE REQUESTS 

USING THE SERVICE NOW TICKETING SYSTEM 
 

 

STEP 1. 

Go to the following web address. Click below or copy and paste the following link into your 
browser address field. Also please bookmark. 

h<ps://sc.edu/ithelp 

You can also go here… 

h<ps://sc.edu/about/offices_and_divisions/division_of_informaDon_technology/ 

and click on the link on the right side of the page under the heading Request IT Help. 

 

 

 

 

 



 

STEP 2. 

AuthenDcate with USC network username and password. 

 

 

STEP 3. 

On the landing page select the link on the right side of the page labeled “Order Something.” 

 

 

 

 

 

 

 

 

 

 



STEP 4. 

On the landing page under “Popular Items” select “College/School/Dept IT Service Desk.” 

 

 

STEP 5. 

Under “Affected User” type your name. 

 

 



STEP 6. 

Select the field labeled “ -- None -- ” beneath “From whom are you seeking assistance?” A 
dropdown menu will open. Scroll down and select “College of InformaDon and CommunicaDon” 
from the list. 

 

 

STEP 7. 

Select the field labeled “Building” and type the name of your locaDon. Type “Journ” to bring up 
SJMC, or “Davis” for Davis College, and select it from the dropdown menu.  

Enter the room number where the problem is occurring in the field labeled “Room,” along with 
the floor number in the field labeled “Floor.” If you are working remotely, type “Remote” in the 
field labeled “Alternate LocaDon.” 

 

 

 



STEP 8. 

Under “I need help with…” select the opDon that best fits the problem you are having. 

 

 

STEP 9. 

In the field labeled “Short descripDon” type a brief overview of the problem you are having. Use 
the field labeled “Please describe your request” to provide as many details as possible. 

 

 

 

 

 

STEP 10. 

A]er you have finished describing your request, select the blue bu<on labeled “Order Now” to 
submit the Dcket. 

 


