
 
 

How Do I Create  a New JIRA Request? 

 
 
 
Step A1  - Go to the JIRA link at 
www.gardencityschools.com/gcsd  (or through 
Staff Links on our website). Login with your 
Windows username and password. If you 
need assistance, please call CSD at 
734-762-8380. 
 
 
 
 
Step A2  - On the next 
page, pick a problem 
type (IT Help, 
Password reset, etc.) 
that best matches the 
issue you need 
assistance with. If you 
are not sure what form 
to use, select “IT Help” 
as a generic form.  
 

 

Step A3  - Fill out as many of 
the questions as you can to 
best assist us with helping you. 
The more you tell us, the better 
and quicker we can assist you.  
 
Note: You will receive email 
notifications as we work 
through your request. 

How Do I View Existing 

JIRA Requests? 

 

Step B1  - Go to the JIRA link at 
www.gardencityschools.com/gcsd  (or 
through Staff Links on our website). 
Login with your Windows username 
and password.  
 
 
Step B2  - On the top right-hand side 
of the page you should see the 
number of requests. It should look like 
this: 

  
This number indicates how many 
open  requests you currently have in 
the system.  
 
 
Step B3  - If you click on this, and then 
choose “My Request” from the 
drop-down menu, you will see all your 
open requests. It should look like this: 

 

Note: If you would like to see all  of 
your requests, select the “Open 
requests” drop-down and select “Any 
status” or filter by request type. You 
can even search requests by 
keyword.  

How Do I Add Info to an 

Existing JIRA Request? 
 
Step C1  - Go to the JIRA link at 
www.gardencityschools.com/gcsd  (or 
through Staff Links on our website). Login 
with your Windows username and 
password.  
 
 
Step C2  - On the top right-hand side of 
the page you should see the number of 
requests. It should look like this: 
 

  
If you click on this, and then choose “My 
Request” from the drop-down menu, you 
will see all your open requests. It should 
look like this: 

 
 
 
 
 

 
Step C3  - Click on a request and you will 
be able to add a Comment. Submit by 
Clicking “Add”. 
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