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Welcome to the FCMS Service Desk!

This is where you go to get IT help, exam support, or report any issue.

&3 How to Sign In

@ On the Web

1. Goto servicedesk.fcms.edu.sa

2. Click Single Sign-On

3. Sign in with your student email and password.
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https://servicedesk.fcms.edu.sa/

On the Mobile App

1.

2. Click Single Sign-On.

Download SolarWinds Service Desk from the App Store / Google Play

3. Enterthe account name: sw228281772811780

4. Sign in with your student email and password.
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2 Opening a Ticket from the Service Catalog

There are two ways to create a new ticket:

1. Service Catalog

o Afteryou login, you will see the Service Catalog button.
e Clickit~> choose the right service (IT, Exams, Email, etc.).
¢ Fill out the form - click Submit.

Best for when you want to browse available services.

2. Open a New Ticket

e Onthe portal, click Open a New Ticket (or Submit Request).
e The system will guide you to the Service Catalog.
e Pickthe category and fillin your request.

Best for when you already know you need to raise a new issue quickly.

New Ticket

Requester (Email or Name)*

Mahmued Alardawi

Subject*

Category* Subcategory

Not Set

Cancel Create




[ﬁ] Track Your Requests

e GotoMyTickets in the portal.
e Hereyoucan:
o See all your tickets.
o Checkthe status (Open, In Progress, Resolved).

o Add comments or upload files.

V] Tasks Assigned to You

Sometimes, after you submit a ticket, the Service Desk may assign you tasks to complete
before your request can move forward.

Where to find them:

e Openyourticket > scroll down to the Tasks section.

o Each task will have its own description, deadline, and status.
Types of tasks you may receive:

e Upload aFile: e.g., attach a report, approval letter, invoice, or supporting document.

e Fillin Details: provide missing information (staff ID, department name, issue
details).

e Confirm Action: verify if the issue has been resolved or confirm completion of a
request.

e Approval/Acceptance: approve or acknowledge actions (such as facility requests,
system access, or resource booking).

Make sure to complete tasks on time, otherwise your ticket may be delayed.



@ Find Solutions

e Use the Knowledge Base to read guides and FAQs.

e Example: password reset, Wi-Fi connection, email setup.

% Quick Tips
e Always log in with your college email.

e Beclearinyourrequest (course, error message, screenshot).

e Usethe correct category for faster help.
That’s it! The portal makes it easy to ask for help and track updates.

Prepared by Eng. Mahmued Alardawi — System Administrator, Fakeeh College



