OCM Helpdesk

When to use OCM Helpdesk: Once the official keying-in deadline passes to edit the
schedule inside PantherSoft, schedulers will have to submit any additions, cancellations,
and modifications via OCM Helpdesk.

Login Information

Website: https://intranet.fiu.edu/daa/opir/ocmhelp
Username: your AD username
Password: your AD password

**|f you don’t have access: contact CASsched@fiu.edu to
request access



https://intranet.fiu.edu/daa/opir/ocmhelp
mailto:CASsched@fiu.edu
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Regarding Special Room Requests

-Special Room Request Forms — are only to be used before
classrooms are assigned in Panthersoft- these must be
submitted prior to the keying-in deadline to have the
schedule inputted into the schedule. Special Room

Requests are processed by OCM based on availability, and
are not guaranteed to be honored.

Fill out special room requests for classes that need polycom
technology, course capturing technology (Panapto), and for
professors with disabilities.

(DO NOT USE SPECIAL ROOM REQUESTS TICKETS to
request a change of classroom once classrooms have been
assigned to the schedule)
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Campus

Florida International University

Office of Class Management

Claz= Subject | Catalog Clazs Cap Meeting
Mumber Frefix number Sect. Drays= Start Time End Time Start Date End Date
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Is the course combined? ¥ ML Is the course back to back? ¥ L
Instructor Information
PID Mame/Alias Phone Extensicn Role
1060717 Donna Weir-Soley 919-5857 Y Primary Secondary i
Department Infermation
Department Ext ir/s
s English 919-58... Eean-fcha'r-’r'che'j”'e Marta A Lee

Requests must be submitted for specific room features (technology, rcom design) that cannot be met using the software. The
scheduling software will attempt to match a classrcom with the required features used in the PantherSoft program. Please do
not use this form for feature or characteristic requests.

REQUESTS FOR A SPECIFIC ROOM MAY NOT BE HONORED.

Please state the pedagogical justification or special need below:

Instructor requests a classroom in Al or A2 because she has a chronic knee injury which makes it difficult for her to walk the
distance from her office in Al to M5B.

@ Justification for special room request goes here

OCM
Assigned
Room :

** General Assignment Classroom Request Form applies to GENERAL ASSIGMMENT ROOMS, OMNLY.
=== Office of Class Management reserves the right 1o deny any form or document that has been altered.




Checking the Status of Your Tickets
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Checking the Status of Your Tickets

Once your form is created it is automatically assigned to an approver. There are three types of statuses
the form can be in:

In-Progress
This means the form is pending review by an approver
Pending or Pending Credentialing Approval
Means that the form is either incomplete or requires more information. You will

get an email when your form is in this status, notifying you of the steps needed to
process your request correctly.

Complete

Once your form has been completed, it is set to complete status. You will
receive an email with the form ID that will notify you the form has been completed.

You can check the status of your forms in this area of the page:

B assigned To B Modified By
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