Halo - IT Support Management System

To log a call you will need to register on HalolITSM by using the link below, where you’ll be able to
create a new account and log in to manage all your IT support.

Once set up with a new account we suggest bookmarking or saving this link to your desktop for
swift and easy access.

Click here to view a handy HaloITSM demonstration for how to log calls.

Once you have registered, you can Report an issue (e.g. something not working or needing help
with something), You can also Request Something, and see all your Open tickets where you can
view your ticket progress in HalolITSM under ‘My tickets’ on the home page.

You will be able to see all your Open tickets and the actions that have been taken. You will be
able to interact directly with the team dealing with your ticket. Your emails sent to HalolTSM will
go straight onto the system enabling much more effective communication.

Click here to create to register: Halo Self-Service Portal

Click on Create New User Account

.y Somerset
¥ Council

Please log in to your account

L Email Address

0@ Password

[] Remember me

Create New User Account

Next, enter your email address and a User Name, for example:

Email: JoeBloggs@haloitsm.com

User name: Joe Bloggs

Create New User Account

To create a new HalolTSM user, please enter the details
below.

& Email Address

& username



https://somersetcc.sharepoint.com/sites/SUATAO/_layouts/15/stream.aspx?id=%2Fsites%2FSUATAO%2FProjects%20and%20Workstreams%2FProjects%2FTechnology%20Adoption%20and%20Change%20Plan%2FComms%20%26%20Engagement%20%2D%20CONTENT%2FProgramme%20%26%20WStream%20Level%20Comms%2FHALO%2FIntroduction%20to%20Halo%5F2%2Emp4&ga=1
https://somersetschools.haloitsm.com/portal
mailto:JoeBloggs@haloitsm.com

The click Submit

You will then see this message, please check your inbox for an email with further instructions

N Somerset
¢ Council

Create New User Account

Please check your email. Instructions regarding
creating a new user have been sent to you

Click here to return to the sign-in screen.

Please click on the link in the email you will have received (please note this will be a lengthy link
so please do ensure all the text is underlined as a live link. If the link does not work please try and
paste the entire link into your browser)

HalolTSM 11:01 e e
tome ~

You are recieving this email because you
requested to create a new user account.

Click here: somersetschools.haloitsm.com/
Auth/Account/ConfirmEmail?userld=95df5e82-
abf7-4498-b46f-76787¢c234584&code=

CfDJ8It9PD1cN6plvXPp29m4j5RqOE
wyxRN20NafHZYA3v?2aD1iNvas78l1 IRhh

Please choose a password and re-enter in the boxes below, then click submit

Please create a password for your account.

Email Address

§ 3 joebloggs@haloitsm.com

Choose a Password

Re-enter New Password




The following message will appear:

N Somerset
N¢ Council

Thank you for confirming your email address.

Once you have selected “Log in” you will be asked to enter your email address and the password
you created:

N Somerset
¢ Council

Please log in to your account

& Email Address

a Password
O Remember me

Create New User Account

Forgotten Password?



You will then see the home page of the Halo Self Service portal where you can either log a
request or incident using the tiles below:

How can we help you today?

Schools Request My tickets Schools Incident
Click here to raise a new View your open and recently Click here to create o new
request. closed tickets, and view their Incident.

progress or update them.

To log a Request or Incident you will need select a category, for example SEND Portal, which will
ensure your incident or request is assigned to the appropriate team.

Location *

Schools Categories *

Education Financial Service Advise/ Guidance
Internet

Ipads

Office 365

Other

School Census

Schools & Traded

SEND Portal

+ Server

# Windows devices

+ O F O ®#

Urgency

Once you have submitted your request or incident you will be given a ticket reference which you
can use to track the progress of your call.



