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Logging into Heat SelfService 

Step 1 

 

Open Internet Explorer and type in the 
following address: 
 
http://heatss.district.aps/heatselfservice 

Step 2 

 

 
 
At the login screen, enter your User ID, no 
password. 
 
Click Login. 

Step 3 

 

 
 
 
 
Click on New Issue. 

 
 
Note: To check the status of a call ticket click on the CallLog number in Issue History. 
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Creating a work order in Heat SelfService for computer repair 

Step 1 

 

 
Log into Heat SelfService. 
 
 
Click on New Issue. 

Step 2 

 

Click on the Call Type and choose Computer.  

Step 3 

 

 
In the Call Description field, enter 
the problem you are having with the 
computer. 

Step 4 

 

 
 
 
 
 
 
Enter all the information on the form. 
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Step 5 

 

 
Click the Submit link. 

Step 6 

 

Note the reference ID 
number. 
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Creating a work order in Heat SelfService for printer/fax repair 

Step 1 

 

 
Log into Heat SelfService. 
 
 
Click on New Issue. 

Step 2 

 

Click on the Call Type and choose 
Printer/Fax 

Step 3 

 

 
In the Call Description field, enter 
the problem you are having with the 
printer or fax. 

 

 6 



 
Step 4 

 

 
 
 
 
 
 
Enter all the information on 
the form. 
 
 
 
 
 
 
Note: If this is a printer 
setup, you will need to fill 
out these fields. 

Step 5 

 

 
Click the Submit link. 

Step 6 

 

Note the reference ID 
number. 
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Creating a work order in Heat SelfService for audio/visual repair 
Step 1 

 

 
Log into Heat SelfService. 
 
 
Click on New Issue. 

Step 2 

 

Click on the Call Type and choose 
AVEquipment.  

Step 3 

 

 
In the Call Description field, enter 
the problem you are having with the 
equipment. 

Step 4 

 

 
 
 
 
 
 
Enter all the 
information on the 
form. 
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Step 5 

 

 
Click the Submit link. 

Step 6 

 

Note the reference ID 
number. 
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Creating a work order in Heat Self Service for an Infinite Campus request 

Note: Infinite Campus requests are entered by SIS Site Managers 

Step 1 

 

Log into Heat 
Self Service. 
 
Click on New 
Issue. 

Step 2 

 

Click on the 
Call Type 
drop-down 
arrow and 
select IC 
Issue. 

Step 3 

 

In the Call 
Description 
field, type IC 
Issue. 

Step 4 

 
 

 
 

From the IC 
Issue drop-
down arrow, 
select the 
issue. 
 
 

Enter the 
Contact 
Person and the 
Contact 
Extension. 
 

In the Special 
Request field, 
please 
provide 
details that 
will help to 
address the 
issue. 
 
 
 
If you need an 
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address added 
to IC, then 
provide all 
required 
information. 
 
 
 
 
Pay close 
attention to 
the directions 
when putting 
in a request. 
Not including 
information 
can delay your 
call ticket. 

Step 5 
 

 

Click the 
Submit link. 

Step 6 

 

Note and save 
the reference 
ID number. 

Step 7 
Note: You will receive e-mail confirming your call ticket, telling you what technician is assigned to 
your call ticket, and when the call ticket is closed. 
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Creating a work order in Heat SelfService to add a new employee on the network 

Step 1 

 

Log into Heat SelfService. 
 
Click on New Issue. 

Step 2 

 

Click on the Call Type and choose 
NETUSER Add/Change 

Step 3 

 

In the Call Description field, type 
Netuser add. 

Step 4 

 

To add one employee: 
 
 
Enter the Contact Person and 
Extension. 
 
From the File Server drop-down, 
choose your site. 
 
Enter the new employees First 
Name, Last Name, Employee ID and 
Effective. 
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Step 5 

 

To add more than one 
employee: 
 
Enter the Contact 
Person and Extension. 
 
From the File Server 
drop-down, choose 
your site. 
 
In the Special Details 
field, enter last name, 
first name, employee 
id and effective date. 
 
 
 

Step 6 

 

For a name change: 
 
Enter old First Name 
and last name.  
 
Click on the Name 
Change box. 
 
Enter their new first 
name or last name. 

Step 8 

 

Click the Submit link. 

Step 9 

 

Note the reference ID number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
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Creating a work order in Heat SelfService to delete an employee on the network 

Step 1 

 

Log into Heat SelfService. 
 
Click on New Issue. 

Step 2 

 

Click on the Call Type and choose 
NETUSER Delete 

Step 3 

 

In the Call Description field, type 
Netuser delete. 

Step 4 

 

To delete one 
employee: 
 
Enter the Contact 
Person and 
Extension. 
 
From the File 
Server drop-down, 
choose your site. 
 
Enter the 
employees’ First 
Name, Last Name, 
Employee ID and 
End Date. 
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Step 5 

 

To delete more than 
one employee: 
 
Enter the Contact 
Person and Extension. 
 
From the File Server 
drop-down, choose 
your site. 
 
In the Special Details 
field, enter Last Name, 
First Name, Employee 
ID and End Date. 
 

Step 6 

 

Click the Submit link. 

Step 7 

 

Note the reference ID number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
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Creating a work order in Heat SelfService to transfer an employee on the network 

Step 1 

 

Log into Heat SelfService. 
 
Click on New Issue. 

Step 2 

 

Click on the Call Type and choose 
NETUSER Transfer. 

Step 3 

 

In the Call Description field, type 
Netuser Transfer. 

Step 4 

 

To transfer one 
employee: 
 
Enter the 
Contact Person 
and Extension. 
 
From the File 
Server drop-
down, choose 
your site. 
 
Enter the 
employees’ First 
Name, Last 
Name, Old Site, 
Login Name, 
Effective Date 
and Employee ID. 
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Step 5 

 

To transfer more than 
one employee: 
 
Enter the Contact 
Person and Extension. 
 
From the File Server 
drop-down, choose 
your site. 
 
In the Special Details 
field, enter First 
Name, Last Name, Old 
Site, Login Name, 
Effective Date and 
Employee ID. 
 

Step 6 

 

Click the Submit link. 

Step 7 

 

Note the reference ID number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
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Creating a work order in Heat SelfService for server backup errors 

Step 1 

 

 
Log into Heat 
SelfService. 
 
 
Click on New Issue. 

Step 2 

 

Click on the Call Type 
drop down and choose 
Server Backup Error. 

Step 3 

 

 
 
Enter “Server error, see below” in the Call 
Description field. 

Step 4 

 

 
Click on the drop down 
and choose the error 
type. 
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Step 5 

 

 
Enter any other 
information in the 
Server Backup Note 
Field. 
 
Click Submit 

Step 6 

 

Note the reference ID number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
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Creating a work order in Heat SelfService for Phone/Voice mailbox requests 

Step 1 

 

Log into Heat 
SelfService. 
 
Click on New Issue. 

Step 2 

 

Click on the Call 
Type and choose 
Phone/Voice 
Mailbox Requests. 

Step 3 

 

In the Call 
Description field 
enter information 
regarding your 
work order. 

Step 4 

 

Click on 
Phone/Voice 
Mailbox Issue and 
choose the request 
from the dropdown 
list. 
 
Note: You may 
choose more than 
one issue from the 
dropdowns. 
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Step 5 

 

To enter 
information 
on one 
employee: 
 
 
Enter the 
employee 
information 
in these 
fields. 
 
Note: If 
entering 
more than 
one 
employee, 
skip to Step 
7. 
 

Step 6 

 

If this is a new 
employee, enter all 
the information in 
these fields. 
 
 Note: You must 
include job title for 
everything except 
Teacher. Employee 
ID is required. If 
you do not put an 
employee ID in the 
field the call will 
be rejected. 
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Step 7 

 

To enter more than one 
person: 
 
Choose the Phone/Mailbox 
Issue from the drop-down 
lists. 
 
In the Employee Name field, 
enter “See names in the 
Special Request field”. 
 
Choose your site from the 
drop-down list. 
 
Enter the contact person and 
extension. 
 
In the Special Request field, 
enter the employees name 
including middle initial, 
location or room, extension 
if applicable, employee 
type, job title, employee ID 
and display name. 
 

Step 8 

 

Click the Submit link. 

Step 9 

 

Note the reference ID number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
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Creating a work order in Heat SelfService to add a Maximo user 
Step 1 

 

Log into Heat SelfService. 
 
Click on New Issue. 

Step 2 

 

Click on Call Type and choose 
MAXIMO User Add. 

Step 3 

 

In the Call Description enter Maximo 
user add. 

Step 4 

 

Enter the Employee name. Note: 
Must include a middle initial if 
applicable. 
 
Enter the Site from the drop down 
list. 
 
Enter the new users phone 
extension, employee ID and e-mail 
address. 
 
Choose the Maximo responsibilities 
needed from the drop down list. 
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Step 5 

 

Click the Submit link. 

Step 6 

 

Note the reference ID number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
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Creating a work order in Heat SelfService to add a KeyTrail user 

Step 1 

 

Log into Heat SelfService. 
 
Click on New Issue. 

Step 2 

 

Click on Call Type and 
choose Keytrail User Add. 

Step 3 

 

In the Call Description enter 
KeyTrail User Add. 
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Step 4 

 

Enter the Employee name. 
Note: Must include a middle 
initial if applicable. 
 
Enter the Site from the drop 
down list. 
 
Enter the new users phone 
extension, employee ID and e-
mail address. 
 
 
 

Step 5 

 

Click the Submit link. 

Step 6 

 

Note the reference ID 
number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
 
If you have any questions, call the HelpDesk at X28203. 
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Creating a work order in Heat SelfService to add an Intellikey user 

Step 1 

 

Log into Heat SelfService. 
 
Click on New Issue. 

Step 2 

 

Click on Call Type and 
choose Intellikey User Add. 

Step 3 

 

In the Call Description enter 
Intellikey User Add. 
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Step 4 

 

Enter the Employee name. 
Note: Must include a middle 
initial if applicable. 
 
Enter the Site from the drop 
down list. 
 
Enter the new users phone 
extension, employee ID and e-
mail address. 
 
 
 

Step 5 

 

Click the Submit link. 

Step 6 

 

Note the reference ID 
number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
 
If you have any questions, call the HelpDesk at X28203. 
 

 28 



 
Creating a work order in Heat SelfService to add a HSS user 

Step 1 

 

Log into Heat SelfService. 
 
Click on New Issue. 

Step 2 

 

Click on Call Type and 
choose HSS User Add. 

Step 3 

 

In the Call Description enter 
Heat Self Service user add. 
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Step 4 

 

Enter the Employee name. 
Note: Must include a middle 
initial if applicable. 
 
Enter the Site from the drop 
down list. 
 
Enter the new user phone 
extension, employee ID and e-
mail address. 
 
Enter the Reason the user 
needs this responsibility. 
 
 
 

Step 5 

 

Click the Submit link. 

Step 6 

 

Note the reference ID 
number. 

 
Note: You will receive e-mail confirming your call ticket, telling you what technician is 
assigned to your call ticket, and when the call ticket is closed. 
 
If you have any questions, call the HelpDesk at X28203. 
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