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What is it?
The Event or Classroom Support Request form is where faculty and staff will request assistance for
events and classes. Once a user has filled out all the required fields and has placed the order, items in
Service-Now will be automatically created and assigned to the proper groups so that the Goizueta
Technology Services department can address the individual needs of each class or event.
We are asking that faculty and staff request assistance in this way instead of emailing individual people
or emailing us at gbsithelp@emory.edu. With this form, we as a department will know what your exact
needs are ahead of time and avoid as much miscommunication as possible. There are also a number of
features that allow our department to collaborate internally and well as track events going on
throughout the school to improve our workflow. If anyone would like more information about these
internal improvements, please contact us and we’d be happy to answer any questions.
Please request support as soon as possible. If we are notified less than 2 business days before the
class or event, we cannot guarantee support. However, we understand that opportunities can
unexpectedly pop up at the last minute. If there is a last minute request or change, the best way to get a
hold of us is to call us directly or visit us and will do our best to accommodate your needs.
Our contact information:
Phone: (404) 727-0581
Location: Suite 432
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How does it work?
Here’s an example of how this form would be used:
Professor Chang is hosting a guest speaker lecture series with three separate events. He or his area
admin would fill out the form three times (adding each completed form as an item to the cart) then
submit the order.

Prof. Chang's
lecture series

Cart
Individual
items

Event 1

Event 2

Event 3

The Amazon.com equivalent would be preparing for a family ski trip and putting a jacket, gloves,
mittens, and wool socks into a single cart before ordering. For a different trip, you would have a
separate cart with different items.
We want to organize these requests so that each cart is one series or one group of related events. For
instance, a particular conference or competition will be put in one cart but may have a dozen individual
events that take place at different locations and times. A separate or unrelated event needs to be
submitted in a different cart. Once you submit the order, you will receive a confirmation email. The cart
will be given a request number (in the form REQ#####) and each individual class/event will be given a
request item number (in the form RITM#####).
If there are any changes to the event or your technology needs after you have submitted this form,
please call us at (404) 727-0581 or visit us in Suite 431 and talk to us directly. Do not email us again at
gbsithelp@emory.edu or wait to tell us on the day of the event. Let us know you have already submitted
the Event or Classroom Support Request Form and we will do our best to accommodate you.
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Here is an example of the confirmation email you will receive:
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Filling out the form
To fill out the form, the quickest way is to click here and log in with your Emory username and password.
We highly recommend that you bookmark this page for future use. Alternatively, go to
www.help.emory.edu, log in with your Emory username and password, click Order Things, then click
Event or Classroom Support Request.

Both of these methods (going through the direct link or through help.emory.edu) will bring you to the
form:
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A few important notes: Under Select the venue your event is located at, select Goizueta Business
School from the dropdown menu. This makes sure that the tickets created by this form are sent to
Goizueta Technology Services and not another department within the university. The sponsor is the
staff/faculty member who is in charge of the event. Items marked with red lines are mandatory for this
form.
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For Start time and End time, set the date and time by clicking on the calendar icon. In the window that
pops up, select the date on the calendar and type in the time at the bottom. Click the green checkmark
button to set the time and date.

NOTE: This form must be submitted at least two full business days prior to the start of the event. If you
try to fill out this form during that time, you will receive the following pop up and then will have to pick
another date.

All the items listed under What are your technology requirements except for the following bring out
additional fields for you to add important information based on your technology needs for the event:
Updated 02/24/2014

8

- Lectern – All equipment
- Microphones
- Network login access

To order an item, you have two options in the upper right corner
of the form: Order Now and Add to Cart.

Order Now adds the completed form to your cart and takes you to
the checkout page.
Add to Cart adds the completed form to your cart and keeps you
at the current page. It not make any changes to the form.

Using the Add to Cart button is a good way to add similar items to the cart without filling out the form
from scratch. For example, if there are a series of classes that need to be recorded in the same room, a
user can fill out the form, hit Add to Cart, change the date/time, then hit Add to Cart again.
Edit Cart will allow you to make changes to items in the shopping cart as well as delete items.
Proceed to Checkout will take you to the checkout page and Continue Shopping will take you back to
the Service Catalog in Service-Now.

Look over the checkout page below:
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There are a few important details to point out:
 Each event is listed as a separate item.
 The cost of each event is $0.00. Almost all of our support is free for our staff and faculty, but if
there needs to be a cost associated with this event it will be negotiated after the tickets are
created.
 The user under Requested for is essentially the customer and that person will receive emails
regarding the status of the request. This is also the person we will contact if we have any
questions or updates. In some cases, this may be different than the sponsor of the event. For
instance, the sponsor may be a professor but an area admin may put him/herself in the
Requested for field since he/she is the one coordinating all of the arrangements.
Click Submit Order to complete the order and create the request.
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FAQ
I am not sure if I am filling this out correctly, who can help me with this?
Give GTS a call at (404) 727-0581 or visit us in suite 432 and we’d be happy to help. The sooner we can
get people proficient in using this tool the smoother it will be for all parties.
The person who is running the event is not an Emory staff or faculty member. Who should I put down
as the sponsor?
The sponsor needs to be someone within the university who agrees to take responsibility for the event.
This may be a professor or program member who has arranged for a guest speaker or a group to use our
facilities or work with our community. If you are not sure who the sponsor should be, find out which
staff or faculty made arrangements for this event then ask them if they are willing to be the sponsor.
I have a last minute request or need to change details of a request I’ve already submitted. How do I
make sure my event is taken care of?
We cannot guarantee that we will be able to meet the needs of last minute requests and changes but
we will do our best to accommodate your event. Your best chance is to contact us directly by calling or
visiting us. If we are not in the office or unavailable, leave a voicemail or email us at
gbsithelp@emory.edu and try to call or visit us later on to confirm that we have your details.
I am not sure what my technology requirements are. What should I do?
If you’re not sure, fill out the form well ahead of time and, in Notes/Comments section at the bottom of
the form, let us know that you are not exactly sure what your technology needs are. This will give us
time to contact you and consult with you so we can work out the details. At very least, we need to be
aware that the needs of the event may be more than what is in the form.
Why is the estimated delivery time 4 days?
This form is built into the Service Request Catalog, a platform meant for ordering goods and services.
This required us to put a number in that field as well as associate a dollar amount with the service (in
this case, $0.00). The actual delivery time for support will depend on when the event starts and ends as
well as any follow up that needs to happen and will vary from case to case.
Are students and student workers allowed to use this form?
This form is meant only for staff and faculty. We will close the ticket and ask the student to have a staff
or faculty member to submit this form if we notice that:
1) A student submitted the form.
2) A student is listed as the sponsor.
3) A student is listed in the Requested For field at the end of the order.
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