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OIT Service Center Job Aid

General Overview 

• The new OIT Service Center Portal link is:  servicecenter.oit.ucdenver.edu/CherwellPortal

• Log in to the landing page to access your account by clicking the “Login” button at the top right corner of the page and
enter your university credentials.

• You will know that you are logged into the landing page once you see your name at the top (where the Login button was):

servicecenter.oit.ucdenver.edu/CherwellPortal
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Resources 

 Search Service Catalog - Here you will be able to utilize the search functionality:

 Get Help, Make a Request, Reset Password, My Open Tickets, Upcoming Maintenance & Outages tiles:
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 Get Help - Once you click the “Get Help” tile, you will be presented with the following form:
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 Once you have filled out the form and submit it you will be given an incident ID. You can use this number to 
reference your ticket.

 Make a Request- Once you click the “Make a Request” tile you will be presented with several options including: 
Academic Support, Accessibility, Account Services, Business and Professional Services, Classroom and AV Support, 
Compliance Services, Computers and Devices, Customer Relationship Management (CRM), Data Center, Data 
Services, Email Services, Event Scheduling and Support, Internet and Connectivity, IT Construction, Lab Support, 
Learning Management System, Phone Services, Security Event, Security Services, Shared Services, Software/
Applications, Storage and Server Services, Virtual Computing and Web Services.

 All of these have an explanation within their tile that gives further details. Example below:
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 Once you make a selection you will be presented with another selection of options. These vary depending 
on what request you have selected. In this example, if you choose “Classroom and AV Support” you will be 
presented with the following options to choose from:
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 Once you select one of the above options, you will be prompted to make a new ticket:
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 After Selecting “New” you will begin filling out the information that is requested. You can also add attachments here as
well. Once you are finished filling out the request, you click “Add to Cart”.
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 After clicking “Add to Cart” you will be presented with the following page.
 To Submit the Request, click “Submit Order”:
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 Once you have clicked “Submit Order” you will be presented with an order confirmation page. Here you will 
receive an order number:
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 My Open Tickets - You can click the “My Open Tickets” tile and you will be presented with the following window:

 From here you will be able to access a variety of information around your open tickets.
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 Upcoming Maintenance & Outages - You can click the “Upcoming Maintenance & Outages” tile where you will be 
presented with the following window:

 From here you will be able to see the tickets that reflect upcoming maintenance and outages. You will be able to 
utilize the filter functionality to be able to search through the tickets. The filter is represented by the Funnel Icon next 
to each of the column headers.
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 Announcements- You will be able to see OIT announcements:

 Service Desk Hours- Hours of operation for the service desk as well as the phone number to reach them:




