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• To get to the new ITC 

ticketing system visit: 

help.xula.edu

• Log in using your Xavier 

Windows user name and  

password.

Alternatively, you can go to 

Xula.edu under the Resources 

tab select complete list under 

the Online Resources column.

Click on the Help desk icon. 

**the user name and password you use 

to log into your computer or Wi-Fi**
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HELP.XULA.EDU

http://www.xula.edu/other/onlineresources.html


• Complete the Help Request section.

• Select a Request type. 

• See the Request type fields at the end of this document. 

• Include the subject of your request.

• Make sure to include a callback number and select your 

location.

• If you need to add an attachment select add file. 

• (refer to page 5 for instructions)

• Once you have completed your ticket click save.
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**YOU DON’T NEED TO COMPLETE THE ASSET SECTION. **

CREATING A TICKET
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VIEWING THE HISTORY OF YOUR TICKET

Under the History tab You can see the history of your tickets. You can view the progress of your ticket by looking at the 

status column  

• If you know your ticket number you can use 

the Ticket number search field to search for 

that ticket. 

• If you want to view all of your tickets by Status 

type select the Status drop down menu to 

search by status. 



You can attach files to your ticket by: 

• Clicking on the Add File button.

• Next select Choose a File.
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ATTACHING A FILE



• Select the file that you would like to attach to your ticket. 

• Click open
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Click upload to upload your file to the ticket. 
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• Click on the ticket you would like to add a note to. 

• Click the Add Note Button.

• The New Note field will appear and you can add a note to your ticket. 
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ADDING A NOTE TO A TICKET
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UPDATING YOUR PROFILE

• On the Profile tab you can update your information.

• Update your work number.

• Update your location. 

• Click the save button to save all of your information. 
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