
Student Help Desk
Student Guide for Opening Tickets in ServiceNow



Welcome to the Service Portal

Use your CravenCC 

student email.

Note:

If your college account is not set up, use 

an alternative email you can access and 

send email to studenthelp@cravencc.edu

Include:

Your full name, alternative email, phone 

number and details of your issue.

BE AWARE:

Using alternative email may delay your 

ticket creation.

You will still need to use the portal to view 

ticket updates and the resolution details.

https://ncccs.servicenowservices.com/craven

`

mailto:studenthelp@cravencc.edu
https://ncccs.servicenowservices.com/craven


Sign In

Use your CravenCC 

student email and 

password.

Example:  

johnd23456@my.cravencc.edu



 Select “Need Help?”, “Report an Issue”

Select “Need Help?”, “Report an Issue”

CLICK to create 

ticket.

Search the Knowledge Base for 

answers, helpful resources, and 

troubleshooting guides.



Submit a Help Desk Ticket

CLICK HERE



Fill Out All Required Fields

*REQUIRED INFO*

• CHOOSE BEST MATCH FROM DROP DOWN LIST

• BETTER DESCRIBE IN A FEW WORDS

• INCLUDE FULL NAME, ALTERNATIVE EMAIL AND PHONE NUMBER.

• DESCRIBE ISSUE IN DETAIL TO BE BEST HELPED.

• IT WILL TAKE LONGER IF WE NEED TO ASK FOR MORE INFO.

ADD SCREENSHOT OF ERROR

ONCE FORM IS 

COMPLETED, 

“SUBMIT”



ServiceNow Example EMAIL – NEW TICKET

NOT SPAM

TICKET NUMBER

CLICK TO VIEW POSTS

NOTE:

• You will receive an email 

each time there is new 

activity.

• Your ticket will be closed 

if no response.



ServiceNow Example - POST

TYPE YOUR MESSAGE AND CLICK “POST”

YOU

TECH

YOU



Questions?

Contact the Student Help Desk

Phone: (252) 638-7212

Email: studenthelp@cravencc.edu

Locations:

New Bern/Main Campus: Ward Hall, Room 100

Havelock Campus: Redd Classroom Building, Room 131

Campus Maps

mailto:studenthelp@cravencc.edu
https://cravencc.edu/document/campus-maps

	Slide 1: Student Help Desk
	Slide 2: Welcome to the Service Portal
	Slide 3: Sign In
	Slide 4: Select “Need Help?”, “Report an Issue” 
	Slide 5: Submit a Help Desk Ticket
	Slide 6: Fill Out All Required Fields
	Slide 7: ServiceNow Example EMAIL – NEW TICKET
	Slide 8: ServiceNow Example - POST
	Slide 9: Questions? Contact the Student Help Desk Phone: (252) 638-7212 Email: studenthelp@cravencc.edu Locations: New Bern/Main Campus: Ward Hall, Room 100 Havelock Campus: Redd Classroom Building, Room 131  Campus Maps  

