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State of Kansas
Requesting Additional Service Desk/ManageEngine Contacts
Statewide Management, Accounting and Reporting Tool
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	V 1

	How do I request Service Desk contacts?
	

	1.1
	First, using the appropriate email address and password, log in to the Service Desk at:

https://sokdahelpdesk.ks.gov/
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	1.2
	At the Home screen, open the New Request drop-down menu, or select Create an Incident.
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	1.4
	From the drop-down Category menu, select ‘Service Desk’ category and ‘New/Changed Help Desk Contact’ as Subcategory.
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	1.5
	In the Subject line, create a subject that provides a succinct and accurate summary of the request.  In the event that this is an extremely High Priority or EMERGENCY, please indicate so in the Subject.
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	1.6
	In the ‘Description’ portion of the request provide the e-mail address, phone number, and the name of the employee that you would like to serve as a Service Desk Contact for your agency.
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	1.8
	Click on the ‘Add Request’ button.

Note - As the requester, the individual submitting the ticket will automatically be provided with e-mail updates regarding the progress of the request.
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