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Service Catalog Map

The information showed in this section is an overview of all services available in Virtual
Help Desk for undergraduate students
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Service Catalog Map

Catalog wmp

I | |
coregory s T RTINS
— I | |

Services mmmp —

I

Academic Requests

Carta
aprovechamiento

Request for

Drop out Attendance

Enrollment Certificate

I Exception

Grade Appeal

Managed by Program
Management

Internship Certificate-

Meeting with Program
Management

Ranking Certificate

Participation
Certificate in
event/competition

Payment Statement
Tuition Fee

Personalized
Study Plan

Whistle-blowing

|

Student General Requests Campus Life

I

. o ve Special

|

Discrimination
and/or
harassment
complaint

Academic Becoming part of a

Accomodations

On Campus

new Club Communication

Contacting Club

Officers

Inactive Club Activity

Open a branch of a

new club




Service Catalog Map

Catalog wmp

Category mmmp

Services =) —

IT Services for
Students

I

Registrar’s Office
services for students

Undergraduate’s
Students Records

Loan of VR headsets

Certified copy request

I

Unity Certificate Request

Enrollment proof
request

I

Counseling about
|[E LMS or Connect

ID Update request

I

Request to install
applications on personal
laptops

Official Degree
Request

I

Request to install
applications in classrooms

Personal Academic
Certification (PAC)

I

Qualtrics

Official Academic
Certificate for Simultaneity
of Studies

I

Username and
password reminder

Official Grades
Transcript

Transfer request of
academic records to
another university

I

|
Type of

Suggestion

General Suggestions

Sustainability

|

Space Booking
& Events

I

Clubs
booking spaces




Looking for services on the
Virtual Help Desk website

This section contains instruccions on how to look for specific services con the
Virtual Help Desk page

e

UNIVERSITY




1. Click on the "Service Catalog” button

My tickets =2 More - .

Virtual Help Desk

Most Viewed

All Articles

Popular items

Carta de aprovechamiente

Enrollment Certificate Drop out

Enrollmegl PDP Certificate-

Undergraduate General Suggestions

Grade Appeal

Do you need something else?

Ne are available for live support 24 hours a day seven days a week

e’
Create a Case




2. Search for the service you need from the drop-down catalogue/category lists, by using the search engine
available on the webpage or even by asking Cammie to help you find this information.

My tickets = More ~ . Adrian Joaguin Albouhair Galache

= AN
B 1 NI
Scarch Catalog q ‘ » Search
Sources Catalogs results for "carta de aprovechamiento”
Popular items | =

=| Carta de aprovechamiento
T t needs a Carta de Aprovechamiento (Valid for Spanish Visa Appaintments

Administration
3500 € 5 Catalogs

,,,,,,,,,,




Finding attachments related to a
service request

In order to find the attachment file linked to your request, please follow the
steps described in the following section
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1. Click on “My tickets” in order to access all your requests

L]
Ie ENGLISH | SPANISH My tickets & More - .

UNIVERSITY

Virtual Help Desk

Most Viewed

Grading » view All Articles >

Popular items

= £ =

Carta de aprovechamiento Enrollment Certificate Drop out

E] 2 %]

Enrollment PDP Certificate-

Undergraduate General Suggestions Grade Appeal
Need help?
Chat with me.
v N
Do i ? O H
you need something else? - ’
Q We are available for live support 24 hours a day seven days a week u‘

https://iepre.service-now.com/csm?id=my requests




> Requests

2.0Once in "My tickets” , scroll down the page to locate the “Requested Items” list. Then click on the specific request

= Cases

ENGLISH | SPANISH
> Requests
Opened Mumber Short description

Requested Items

Q

Opened

Number

Short description

Booking o

availabl

State

Appointments

¢ |:E||z|

= Incidents

personal inforr

and cause of the d

y of finalized and/o




3. Click then on "Attachments” to find the attached documents related to your request

My tickets 22 More ~ . {

» My Request - 52024_000411
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