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OXYGEN
HELPDESK USER INSTRUCTIONS

1) LOGGING IN

2) UPDATING ‘MY DETAILS’

3) RESETTING YOUR PASSWORD
4) HOW TO RAISE A NEW CALL
5) VIEWING CALL STATUS

Please note, the resetting your password section only applies to changing your password for
access to the Oxygen Helpdesk Website (https://helpdesk.oxygen.om/). For any other
applications or systems, please refer to section 4, how to raise a new call, to request that your
password is reset.
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1) LOGGING IN

Go to https://helpdesk.oxygen.bm or go to www.oxygen.bm and click on ‘Helpdesk Login’

Enter username & password (sent to you by email from the Oxygen Support Centre)
Press ‘Login’

(= AdventNet ManageEngine ServiceDesk Plus - Windows Internet Explorer,

oo+ B hupsiinelpdesk, sxygen.bmf ol & |[#2] 3] [uive search [[2]-

File Edit Wew Favortes Tools Help Links %
— - . »

T e IAdventNet ManagseEngine ServiceDesk Plus ] } - = - |:kPage + () Tools +

Username fos@oygenbm |
. _
—

[Jeen me signzd n

AdventNet Copyright AdventNet Inc. AdventNet ManageEngine ServiceDesk Plus | 7.5.0
All rights res

(& € meernet H00% -
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2) UPDATING MY DETAILS

Select ‘My Details’

dventNet ManageEngine Si Windows Internet Explorer.
6;: [ hitps:fhelpdesk. cxygen. bryHomePage.do ol & |[#2] 3] [uive search [[2]-
File Edit Wew Favortes Tools Help Links %
T e IAdventNet ManagseEngine ServiceDesk Plus ] } - = - |:kPage + () Tools +
L rxLpges7 s | Personslize | Log out [jdoe@oxygen.bm]
« Helpdésk
Vg = A Requests. t i i My Details. ‘
[ New Reguest 11 May 2009, 19: 09 : 27
My View |
Enter Solutions Ksyverd
-
re— :: New Request |
Scent tems =l % Pending Requests 0
> Ho recent item availabls
N .
b Completed Requests 0 Search Solutions
A
All Requests 0 =
%~ Announcements Show All
Ne snnouncemant sxists in the system.
v

(& € meernet H00% -

Complete as much detail as you can. Press ‘Update Details’

(= AdventNet ManageEngine ServiceDesk Plus - Windows Internet Explorer,

6:-2 - ‘ https:fihelpdesk. oxygen.bm{RequesterDef dorid=8401&showlUserDetals=truetmode=edit V‘ 8 ||| x |L|ve Search ‘ peits
File Edit View Favorites Tools Help Links
v e IAdventNet ManageEngine ServiceDssk Plus ] } - Bl e=h v b Page + {0 Took -

| Personalize | Log out [jdoe@oxygen.bm ] ~

[ New Request 11 May 2009, 19: 10: 51

Enter Solutions Keyword Edit My Details

Enter your details hare.

* Mandatory Fiald

Personal Details
“Name
Employee ID 0001

‘Contact Information
-
obie

Department Details

Department Name
Job title

Additional Requester Details

PCName computerd0L

Update Details | Resst |

v

Done (@ € mternet H100% v
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3) RESETTING YOUR PASSWORD

Select ‘Personalize’

(= AdventNet ManageEngine ServiceDesk Plus - Windows Internet Explorer;

6@: - https:ﬂﬂhelpdesk.oxygen.meHumePage.do v % $1|[X] [Live search [[2]-
File Edit Wew Favortes Tools Help Links >
— - »
W IAdventNet ManageEngine ServiceDesk Plus I } - o - b page - {0 Tooks -
w Personalize | Log out [jdoe@oxygen.bm ] 2|
[ New Request 11 May 2008, 19:12: 49

Enter Solutions Keyword

eal | | |

Recent It
ccent Jtems 2 % Pending Requests 0

> Mo recent item available

:: New Request

B .
Completed Requests 0 Search Solutions

=,
All Requests 0 e

T ] T

4~ Announcements Show All

No announcement exists in the system.

v
L& € mternet H100% -
Enter new password details. Select ‘Save’
{= AdventNet ManageEngine ServiceDesk Plus - Personaliz.
Personalize
[ Close ]
Personalize | Change 4
Change Password
*Currant Password [ |
*New Password [ |
*Confirm New Password | |
Save I
[# € Internet E 100% -
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4) HOW TO RAISE A NEW CALL

Select ‘New Request’

(2 AdventNet ManageEngine ServiceDesk Plus - Windows Internet Explorer

. .

Lﬂl)’( v/~ — 4

GE:- https:ﬂﬂhelpdesk.oxygen.meHumePage.do v % $1|[X] [Live search [[2]-
File Edit Wew Favortes Tools Help Links **

v e IAdventNet ManageEngine ServiceDesk Plus I 1

fi- B

e - |:kPage + () Tooks =

| Personalize | Log out [ jdoe@oxygen.bm ]

[ New Request

11 May 2009, 19:18: 45

Moy viesr

Enter Solutions Keyword

> Mo recent item available

=T,
All Requests

T S ] T

Go. My Summary

Recent It
ccent Jtems 2 % Pending Requests 0

Completed Requests 0

Search Solutions

4~ Announcements Show All

Ne anneuncemant exists in the system.

v

Dione

& € mernet

H100% -

7= AdventNet ManageEngine ServiceDesk Plus - Windows Internet Explorer.

6;: [ htps:helpdesk, ccygen. b orkCrder.do o &[4[ [ve searcn [[2]-
File Edit Wew Favortes Tools Help Links %

©F 4 |G Adventiet ManageEngine ServiceDesk Flus 1_1 far - - [rpage » (P Tooks »
l New Request 11 May 2009, 19:21: 23 :
Reguests > New Request
Enter Solutions Keyword
EI New Request
e ) Priarity * [+~ select priority -- ~|
> Mo recent item available Requester Details
Name * John Doe Asset set Available
Contact number [441 777 o000 | Departmant Accounting
§ Site Not in any site
Catsgory * [ select category - ~|
N | sub category |-~ select sub category -~ ~|
It=m [ select 1tem — ~|
% Location * [ | PC Hame *
Subject * |
Description F_ -r']i Azl = =) ()] (][ - @ = 9
Enter Call Details as accurately as possible
Priority > Low \ Medium \ High \ Critical
Category > Fault or Request 3
Sub Category & Item > ‘select most e o -
applicable’
Location > ‘enter location address details’
PC Name > ‘enter pc name if known’
Subject > ‘fault or request high level
Lo,
description Oxygen Helpdesk User Instruction Manual [v2.0] Copyright 2009

Description > ‘full details of fault or
request’
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Select ‘Attach file’ if applicable (e.g. screenshot of error message)
Select ‘Add request’

(2 AdventNet ManageEngine ServiceDesk Plus - Windows Internet Explorer

531' https:#helpdesk.oxygen.meWorkorder.do vl & +2|[ % ‘LiveSearch

Eile Edit Yew Favortes Tools Help

Links >
= . »
v e IAdventNet ManageEngine ServiceDesk Plus I } 5 - (s - |k Page + (L Tools
=/ [ Location * [ PC Hame * | A
Subject * [ |
Description e —— =
F{ Bz u == = W 9o =es @&
Attachmants :
Add request I Reset Cancel
Home Regquests Solutions My Details =
A
Dore L% @ mternet H100% -

You will now receive an email detailing the call, a unique tracking number, and details of the Oxygen technician
assigned. You may update the call by replying to the email.
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5) VIEWING CALL STATUS

Call status may be viewed by clicking on the link contained within the summary email.
Or, Select ‘Pending Requests’

6‘;4- B htpsiihelpdesk.ccvgen. bmiHomePage do ol & |[#9) (5] [uwe search [[2]-
=
File Edit Misw Favorites Tools  Help Links **

ﬂ? '1'% IAdventNet ManageEngine ServiceDesk Plus I 1

2 - = v [ page - (Teck v

Erxoperr v | pe ize | Log out [ bm]  *
-4 « Helpdésk
fNew Request 11 May 2009, 19 : 47 : 11
Enter Selutions Keyword
= s |
F——rr :: New Request
ecent Ttems
ol Pending Requests 1
Cannot open Outlook -
[ .
| Completed Requests 0 Search Solutions
B, ‘ ‘
< é All Requests l et
%~ Announcements Show All
No announcement exists in the system.
~
https:f/helpdesk, oxygen. bm/WoListView. do?viewhlame=Al_Pending_Requester

[ € nternet F 100w -

Click on call to view details

(= AdventNet ManageEngine ServiceDesk Plus - Windows Internet Explorer,

6:—; - ‘ https: ffhelpdesk. oeygen, bmWOListiew, do7viewName=Al_Pending_Requester V| 8 |[#|[x ‘uve search | R
File Edit View Favorites Toals Help Links *
x & - - — _ B »
() Acventhlet ManageEndine ServiceDask Flus } - d= v |ihPage ~ () Tools ~
L IXcugess & | Pex ize | Log out [ j bm]
& Helpdésk
Mg = it [ Home EETEE SN Solutions i My Details
[New Request 11 May 2009, 19 : 46 : 00
Reguests > My Pending Requests
Enter Selutions Keyword
Go My Pending Requests
Racent Itams %) Filter Shoving Showing i 1-1f1 | | Show[25_ ] per page
Cannot open Outlook Hew Request
Subject Requester Name Assigned To Due By Status Created Date d o
Cannot open Outlook John Doe Unassigned May 12, 2009 06:00 PM Open May 11, 2009 07:42 PM 2536
~
Dane (& € mternet F 100w -
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