
I need to 
Communicate with 

someone in the CLA-IT 
office

Did something 
break or stop working?

I need some other 
type of assistance from 

CLA-IT*

* Examples 
• How do I..? 
• Instructions 
• Updating access 

to email or 
Cloud Storage 

• Requesting new 
Software 

• Requesting new 
hardware 

• Create new IT 
services 

• Checkout a 
Laptop 

• Etc

Create a Service 
Request aub.ie/cla-help 

or email 
clahelp@auburn.edu 

Create an Incident 
Report at aub.ie/report-

issue or email 
clahelp@auburn.edu 

Use the Flowchart below to help Aubie 
determine the best way to reach out to the CLA-
IT staff to get the fastest resolution for their IT-
related question. 

No

No

Yes

It appears your need 
to communicate is more personal, 

not an issue relating to IT.  Maybe you 
want to invite xx to lunch or tell them 

there is leftover food in your office 
from a reception 🥗  🍩 . In this case 
email or Text the person directly.

Yes

http://aub.ie/report-issue
http://aub.ie/report-issue
mailto:clahelp@auburn.edu
http://aub.ie/cla-help
mailto:clahelp@auburn.edu





 


AFTER SUBMITTING YOUR INCIDENT REPORT/HELP 
REQUEST YOU WILL RECEIVE AN Automated EMAIL SHOWING 

HOW YOUR TICKET HAS BEEN ROUTED THROUGH THE SYSTEM. At 
any time you can add more information to the ticket 

or reply to questions being asked

EITHER CLICK REPLY 
IN OUTLOOK OR CLICK ON THIS LINK 
TO correspond with the assigned 

technician

Original Problem 
Description

Running  
correspondance  
relevant to this  
incident 

(Newer Items at the top) 




