
 

 

 

 

 

Tech Desk Quick Start Guide 

 

 
 

 

We are at your service to help with your technology requests. If you 
experience any issues, please contact the OMES Service Desk. 

Tech Desk 
servicedesk@omes.ok.gov 
Local: 405-521-HELP (4357) 
Toll-free: 866-521-2444 

https://omes.ok.gov/services/information-services/customer-service-desk
https://omes.cherwellondemand.com/
mailto:servicedesk@omes.ok.gov
mailto:servicedesk@omes.ok.gov


 

   

Login/logout 
Don’t forget to log out 
once you are done.  

 

Home 
Return to 
the main 
menu. 

Service Catalog 
View service 
categories to select 
your request. 

Charts and Items 
Get quick access to status updates for your 
cases. Check out current outages or alerts 
for tech systems.  

Assistive technology 
Use this when using 
assistive tech for 
accessibility. 

 

Search 
Search our knowledge 
base and FAQs. 

My Items 
View status of 
current 
requests or give 
an update to 
the technician. 

 
Report an Outage 
Report an outage for your 
agency, such as loss of 
connectivity, phone 
disconnect or application 
down. 

 

Tech Desk one-page overview  

Desktops & Laptops 
Choose Desktops & Laptops to order a 
new desktop, laptop or tablet or reorder 
a computer once your lease is up. 

 

Password Reset 
Set up password reset for all your 
important accounts. Use this when 
you cannot remember it, are locked 
out or need to change it. 

Make a Request 
View the service catalog 
to request new 
employee onboarding, 
computer help or 
software installation. 

 



 

Login 
Go to the Tech Desk and log in.  

If you are one of our Microsoft 
Office 365 customers, you can log in 
with the SAML login link. 

Or you can log in with your 
employee ID and portal password. 

If you do not have a password, 
contact the OMES Service Desk and 
request a temporary password. 

 

 

 

Main menu navigation 
Once logged in, you will find the following main menu options. 

• Report an Outage – Examples include loss of network connectivity, phone is down and application is 
not working. 

• Make a Request – Examples include new hire onboarding case, help with my computer and software 
installation. 

• Desktops & Laptops – Examples include order a new desktop, laptop or tablet or reorder a computer once your 
lease is up. 

• Password Reset – Examples include cannot remember my password, locked out and can’t change it, 
and need to reset it. 

• My Items – Examples include status of current request, give update for technician and see agency 
requests. 

 

 

 

 

Portal password 

Employee ID 
  

SAML login 

Report an 
Outage 

Make a 
Request 

Password 
Reset 

My 
Items 

Desktops & 
Laptops 

https://omes.ok.gov/services/information-services/customer-service-desk


 

Report an Outage 
Select Report an Outage. 

Enter a description of the outage, including what type of outage, what 
applications are affected, what processes and any other pertinent information, 
if known. 

Report on how many users are affected and if it is preventing you from 
performing work. 

 

 
 

 

 

 

 

 

 

Report an 
Outage 



 

Make a Request 
Choose Make a Request. View a variety of service categories. Select the 
category that best fits your tech request.  

Can’t find what you are looking for? Enter your request in the search bar. 

Search can’t find a match? Contact the Tech Desk by phone or email and we 
can help you navigate the request catalog.  

 

 

 

 

Onboarding 
Choose Make a Request and select Employee 
Support. 

Select Add/Change/Remove and choose the New Employee Onboarding option. 

Scroll down and complete the onboarding form. 
Refer to the onboarding form example for more 
information. The more information provided, the 
more likely our technicians can set up accounts 
and access appropriately. Select the submit your 
case button once form is completed.  

 

Access & Passwords 
From the homepage, choose Make a Request. 
Select the Access & Passwords tile to find many 
options to choose from.  

Select the General Access Inquiry or Question tile 
if you have a general question about access for any of our main systems including Benefit Administration 
System, Peoplesoft, Learn and more. Provide a description of what you need and then submit the case.   

 

 

Search 

Make a 
Request 



 

Desktops & Laptops  
Choose Desktops & Laptops to order a new desktop, laptop or tablet or 
refresh/reorder a computer once your lease is up.  

 

A new window will open to the ordering portal. Here, you can not only order 
devices but also track the status of orders and view a history of your 
previous orders. 

 

 

 

 

 

 

Desktops & 
Laptops 



 

Password Reset 
Choose Password Reset to find the password reset webpage. 

From there you can reset your password for any of the following systems:  

• Office 365 or computer password. 
• Benefits Administration System. 
• Employee Self-Service (PeopleSoft). 
• Learn (State of Oklahoma Learn Center). 

 

 

Password 
Reset 

https://passwordreset.ok.gov/


 

My Items 
Choose My Items. 

View your open incident and service requests as well as any closed incidents or 
service requests. 

Select an incident or request to find more information including technician 
notes, status or to leave a comment to update your open case.  

 

 

 

 

 

 

 

Charts and 
Items  

Select Charts and Items 
located in the upper left 
corner of the homepage. 

• Select My Items to 
view your current 
cases and status.  

My 
Items 
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