
Help Desk Ticketing Instructions for AssetPanda 

Check out the end of this document for quick tips 

 
Step 1: 

Go to Asset Panda’s login page (feel free to book mark the page): https://login.assetpanda.com/users/sign_in 

If you have never logged into Asset Panda before or have forgotten your password, click “Forgot your password?”  
Asset Panda does not use your Marian University password, you will need to set a password for use in Asset Panda.  
If you already have a password, skip to Step 2.  

 

On the next page enter your full Marian University email address, check the “I’m not a robot” box and click “Send 
Password”. You will receive an email from Asset Panda allowing you to set a password to use.  

 

Once you have your new password log into Asset Panda! 

https://login.assetpanda.com/users/sign_in


Tip: You can change your default page to go directly to the Help Desk by changing the “After login display” box to Help 
Desk.  

Step 2: 

Click “Help Desk” in the upper middle of the page 

 

 

Step 3: 

Click “+ Add New” on the right side 

 

Step 4: 

The first field to fill out is the “Category” field. This lets Asset Panda know if you are filling out a help desk ticket, an 
event support ticket, or any other category of ticket that we are using.  

  

 

 

 

 
 
 



Step 5: 

Fill in the “Title” and “Details/Comments” fields. The “Details/Comments” field can hold a lot of text. Think of the “Title” 
field as a single sentence where “Details/Comments” can hold any additional information that you think is important.  

Tip: Dragging the bottom right corner of the “Details/Comments field” allows you to make the box larger and makes 
entering text easier! 

Fill in your contact information and then select the building your ticket relates to from the “Building” box.  

Tip: You can type in the first few letters of the building to help narrow the list! 

Select the room number your ticket relates to from the “Room” box.  

If your ticket relates to a question or concern you have about your computer, you can enter the tag number in the 
“Linked Assets” field.  

 

Example of how large the “Details/Comments” field can get. Click and drag the bottom right corner to change 
the size.  

 

 
 
 

Step 6: 

Verify all of the information is correct and click “Save” 

After saving your ticket you can log out of Asset Panda! If you need to update your ticket or have any questions, email 
the TechHUB at helpdesk@marianuniversity.edu 

 

 

 

 

mailto:helpdesk@marianuniversity.edu


Ticketing Tips: 

1) Select the category of your ticket before entering other information! Some ticket types ask you to fill in different 
information. 

2) The Details/Comments box can hold a LOT of text. Write what you need to get the information across. 
3) You will receive an email when a technician is assigned your ticket, you can always follow up with the technician 

if you need to.  
4) You cannot view or edit your ticket after submitting it, email the TechHUB if you feel you made a mistake.  
5) You will get an email when the ticket is closed that includes any technician notes.  

 

 


