
NVCC IT Service Desk 

The NVCC IT Service Desk should be contacted for assistance (incidents, problems, questions, etc.) 
and IT services (e.g. Email, Internet, Banner, Client Security, websites, etc.).  Whenever the IT Service 
Desk is contacted via email or phone, a ticket will be created in the IT Service Desk. The IT Service 
Desk is the application that will record and track all service incidents and requests. Upon the creation 
of a ticket, an email will be sent out to the individual requesting support with the details of the 
opened ticket. 
 

 
Sending an E-mail 

 
Please follow these steps when sending an email to the NVCC IT Service Desk: 

 
1)   Send an email to     NV-ServiceDesk@nv.edu. This can be done quickly by using the NV Service 

Desk link located on your desktop. 
 

2)   Provide a summary of the problem in the subject line and fill out the other fields. Provide an 
alternate contact if submitting a ticket on behalf of another party. 

 

 

 
 
3)   Provide details about the problem in the body of the email. Include information that will be 

Use this icon located on your 
desktop to quickly submit a 
Service Desk Ticket. 

Enter device name, location and a 
description of the problem here. 

Enter a summary of the 
problem in the subject line. 

mailto:NV-ServiceDesk@nv.edu
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useful for solving the problem. Include the name of your computer, error messages and printer name 
if necessary. You may also include screenshots or other attachments.  Please do not send passwords 
in your email. 

 
Ticket Information 
 

Upon the creation of a ticket, you will get an automated response that will let you know your ticket 
was received. Here is an example of what the email will look like: 

 

Status Changes 

 

The ticket name uses the email subject 

Your contact information is shown here. 
Anyone who is CC’d initially or later on in 
the ticket will be listed here. 
 

Ticket reference information is listed here 

Any details you wrote in the body of 
the email are in this section. An Agent 
will provide details as your ticket 
progresses towards resolution. 
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When a support services agent works on your ticket, you will see emails to indicate the 
following changes in status: 

 

• 
• 

Request 
Assigned 

Received after you submit a ticket 
Received after your ticket is assigned to an Agent 

• 
• 

Agent Responded 
Pending Customer 

Received when an Agent replies to a ticket 
Received when the agent is waiting for feedback from you 

• Pending Vendor Received when the agent is waiting for a third party to respond. 
• Resolved Received when your ticket has been resolved 

 

Updating a Ticket 
 

By typing at the top of these emails you can respond to the Agent. This is especially important if you 
are troubleshooting a problem. 

 

 

 

  

Type here to respond to the agent. 
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Closing a Ticket 
 

Once your ticket has been resolved it will automatically close after two business days. Below 
is an example of the communication from an Agent you might see when the ticket is resolved. 

 


