
 
 

 

 
Submitting a Technology Help Ticket  

 
 

 
The best possible way for you to request assistance is by logging into the Web Help Desk and filling out a 
detailed help ticket.  I would like to discourage staff from sending emails to the help desk or calling so that we 
can have a detailed and written record of the assistance you need.  The Web Help Desk can be accessed via 
the two methods shown below.  The Web Help Desk requires the same username and password you use to 
login to a district computer.   

 
HPS Website  Directly  

On The HPS website (www.hps.holyoke.ma.us) 

there is a link to “Staff Essentials” at the bottom of 
every page.   
 
 
 
After navigating to the staff essentials click on 
“Technology Help.” 

Using a computer within our district network 
navigate to http://hps-technology 
   

 
 

 

Please Keep in Mind 

 The Web Help Desk can only be accessed while on a district network.   

 Including as many details as possible helps us to provide you with the best possible assistance.  

 Include contact information like a cell phone number so that we can contact you quickly and directly.   

 The best place for you to get help with Google Apps, SchoolBrains, or other software is to use the built-

in help features provided.  

FAQs  

My computer doesn’t work, how do you expect me to fill out a help ticket?  

 You can login to just about any district device using your username and password.  This means 

you could use a student computer or another staff member’s computer. 

The problem is my username and password, how am I supposed to fill out a help ticket?  

 Ask a colleague to help you submit a ticket and include your name in the box where you enter 

the help ticket details.  

Why can’t I submit help tickets from home?   

 Even though the Help Desk looks like a regular internet page it is an internal asset housed on 

the District’s secure network.  Help tickets can be entered from within any district building.    

http://www.hps.holyoke.ma.us/
http://hps-technology/

