Online Refresh Scheduler
Purpose: 

The IITS Online Refresh Scheduler was developed for campus community users to make completing the computer refresh paperwork paperless and more user friendly. In addition, it allows the campus community users to schedule their own refresh appointment(s).

Application:

1. IITS will send out an email to specific users that are up for the current refresh. The user will have the ability to click on the link provided in the email, which will go to the online refresh scheduler. 
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2. The user will login with their campus username and password.

3. After logging into the site, the user will have the ability to do a few options. Here’s a summary of what each of the buttons will allow the user to do.
a. Clicking on the “Make Request” button will allow the user to fill out the computer refresh paperwork electronically. Once the ‘Submit Request’ button is clicked, a confirmation email will be sent to the logged in user, and the name of computer user if they don’t match the logged in user.
b. Clicking on the “View Request” button will allow the user to see what computer refresh paperwork has been electronically filled out by themselves, or by others on their behalf. 
c. Clicking on the “Make Appt” button will allow the user to schedule an appointment from the computer refresh request they made earlier. This can be done immediately after the computer refresh request was made or at a later time. The user will need to know the confirmation code to make an appointment that came in the confirmation email after the request was made. Once the user clicks on the ‘Submit’ button, a confirmation email will be sent to the user.
d. Clicking on the “View Appts” button will allow the user to view all the appointments they have made, or those made on their behalf.
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Making a Request - Clicking on the “Make Request” button will allow the user to fill out the computer refresh paperwork electronically. (See next 2 pages)
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Faculty /Staff Refresh Program - Refresh Request

CSUSM COMPUTER REFRESH PROGRAM INSTALLATION AGREEMENT (Upgrade
of old Refresh Computer)

TO ALL USERS

C users will automatically have a directory on the campus server that is called

home” or H drive. This home directory is located on a central server and is where, by
default, all your Microsoft Office data, email and web browser settings will be saved
and backed up nightly by IITS. It is advised not to change this default setting because
a loss of data could result. If you want local copies of your data please save the data to
a folder and put it on your desktop. IITS will transfer that folder to your new computer
for you.

Preparing Data files for your new Computer:

Please have personal items and notes removed from the CPU and monitor so system is
ready to be removed quickly. If you are currently using a PC refresh computer, all data
files should have been stored on your 'H' drive to prevent loss of data. By completing
this form. you are agreeing that your files are on the H drive. Mac users need to have
their files located either located on their 'H' drive or in one folder on their computer
desktop named "Backup”. NOTE: IITS cannot be responsible for the backup of your
files unless we know their location. If you are in any doubt as to the safety of your
important files please notify the Help Desk before upgrade begins.
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Viewing a Request - Clicking on the “View Request” button will allow the user to see what computer refresh paperwork has been electronically filled out by themselves, or by others on their behalf.
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Faculty/Staff Refresh Program - View Requests
Requests for Tyson Bizzigotti:

Note: Requests are viewable for one year from date of submission. To view requests older than one year, contact the
Help Desk at x4790.

Gonfirmation Gode Gomputer/Refresh Tag #  GSUSM State Tag #  New System Date Requested

AUVPDOD16335 REFRESH 16 0016335 MAC LAPTOP  2/24/2009 9:01:50 AM
FKUWTOD16327 REFRESH 16 0016327 MAC DESKTOP  2/24/2009 9:01:30 AM
LYTSBO016343 REFRESH 16 0016343 PCDESKTOP  3/4/2009 1:31:18 PM
PQHTADDL6285 REFRESH 16 0016285 PCDESKTOP  2/24/2009 9:00:44 AM
snQITODLE327 REFRESH 16 0016327 MAC LAPTOP  3/4/2009 1:24105 P
2ZMGTTO016300 REFRESH 16 0016300 PCLAPTOP  2/24/2009 9:01:0 AM

Requests may not be cancelled online. Please call the Help Desk at x4790 if you wish to cancel

Return to main menu





Making an Appointment - Clicking on the “Make Appt” button will allow the user to schedule an appointment from the computer refresh request they made earlier. This can be done immediately after the computer refresh request was made or at a later time. (3 step process)

1. The user will select the confirmation code that they would like to make an appointment for from the drop down box and confirm the information is correct. If it’s incorrect, please contact the Faculty and Staff Help Desk at helpdesk@csusm.edu or ext. 4790. The user can add any comments that might be helpful to the computer technician, if necessary. Then click on the Next button.
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2. The user will be able to select any date from the calendar, and then click on the ‘Update’ button. The bottom area will show that week’s worth of available appointments with the day and times available that the help desk has made available. 
a. If you look at the below example, Mon – Wed are grayed out with ‘No Access’ meaning there are no appointments available. However, on Thurs and Fri there are appointments available at 8:00 and 10:00. 

b. Select the day and time that works best and click on the Submit button.

**The user may not be able to make an appointment within a week or two or more of the current date (especially at the beginning of the summer). However, there will be appointments available on the calendar. If the user needs to get an appointment sooner, they would need to contact the help desk to see if the request can be completed. 
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Faculty/Staff Refresh Program - Make an Appointment
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Wednesday Thursday ~ Friday
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Monday  Tuesday
No-Access— —No-Access
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No-Access— —No-Access
No-Access— —No-Access

No Access
No Access
No Access
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No Access

No Access

© available © Available
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3. The user will receive the below visual confirmation along with an email confirmation.
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Faculty/Staff Refresh Program - Make an Appointment
***CONFIRMATION PAGE***

Your appointment with refresh category PC Refresh was created successfully.

Name: Tyson Bizzigott
Refresh Type PC Refresh
Requested Date: 3/19/2009
Appaintment Time: 08:00 AM
Canfirmation: PQHTAOD16285
Comments:

If there are any other details that you think we should know, or if you wish to cancsl this appointment, please contact
the Help Desk immediately at x4790

Return to main menu






Viewing an Appointment - Clicking on the “View Appts” button will allow the user to view all the appointments they have made, or those made on their behalf.
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Faculty/Staff Refresh Program - View Appointments
Appointments for Tyson Bizzigotti:

Note: Appointments are viewable for one year from date of appointment. To view appointments older than one year
contact the Help Desk at x4790.

Gonfirmation Gode Refresh Type Appointment Date and Time
SNQYTO016327 Mac Refresh Wednesday - MARCH 11, 2009 at 10:00 AM
PQHTAO016285 PC Refresh Thursday - MARCH 19, 2009 at 08:00 AM

Appointments may not be cancelled online. Please call the Help Desk at %4790 if you wish to cancel

Return to main menu





If the user has any questions or needs to cancel an appointment, please contact the help desk at either helpdesk@csusm.edu or ext. 4790.
