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Click the EdiPhy ServiceDesk 
icon on your desktop.

How to Submit a Service Desk Request
There are two ways to create a Service Request 

Send an email to ServiceDesk@Ediphy.com
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1. Click the EdiPhy 
ServiceDesk icon on your 
desktop.

2. Create a new request 
logging into ServiceDesk 
with your Ediphy 
username and password.

How to Submit a Service Desk Request
Using the EdiPhy ServiceDesk Icon to create a service request:

*Note: EdiPhy Service Desk 
can be accessed outside of 
VMWare, from Ediphy.com 

Support tab *



06.24.2022

3. Once you are logged in, 
click the green ‘Request a 
Service’

How to Submit a Service Desk Request
Using the EdiPhy ServiceDesk Icon to create a service request:
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4. Choose the 
appropriate 
category that 
best describes 
your issue and if 
needed the 
appropriate sub-
category to 
describe your 
issue.

How to Submit a Service Desk Request
Using the EdiPhy ServiceDesk Icon to create a service request:
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5. Complete the Web Form with as many 
details as you can include. 

How to Submit a Service Desk Request
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6. Once you have entered 
all the necessary fields, 
click add, request.

7. *Note: AD may make 
request edit suggestions, 
you can View 
Suggestions or continue 
with Submit My 
Request

How to Submit a Service Desk Request
Using the EdiPhy ServiceDesk Icon to create a service request:
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8. Once you have pressed 
the submit button, this 
will automatically create 
a service request and 
alert the appropriate 
group for assistance. 

9. You will also be 
provided a service 
request number. This 
will be the number used 
to reference your 
request

How to Submit a Service Desk Request
Using the EdiPhy ServiceDesk Icon to create a service request:

Technician1
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10. You will receive an email from 
EdiPhy Advisors Service Desk 
email informing you that your 
request has been submitted 
successfully.

11. This email will include your 
service request # and a green 
View Request button that will 
open a web page to your 
service request details.

How to Submit a Service Desk Request

*Note: You may reply to this 
email at any point and it will 

post as an update to your 
service request*
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Using the EdiPhy ServiceDesk Icon to create a service request:
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12. You can also check the status 
of your request any time by 
logging into ServiceDeskPlus 
and clicking on Requests

How to Submit a Service Desk Request
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1. You can also Email 
ServiceDesk@medmanagementllc.com 

2. Be sure to include:

a) A Subject that……as the system 
will use this as the title of your 
new service request

b) A detailed description of the issue

c) If possible, screenshots of the 
issue. 

d) Contact information for the user 
affected and/or your contact 
information

How to Submit a Service Desk Request
METHOD 2: Using the EdiPhy ServiceDesk email to create a service request:

mailto:ServiceDesk@medmanagementllc.com
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3. Once you send the email, this will 
auto-generate a Service Desk Request.

4. As with creating a service request with 
the web form, once you send the email 
and the service request has been auto-
generated, you will receive an email 
from EdiPhy Advisors Service Desk 
email informing you that your request 
has been submitted successfully.

5. This email will include your service 
request # and a green View Request 
button that will open a web page to 
your service request details.

How to Submit a Service Desk Request

*Note: You may reply to this email at 
any point and it will post as an update 

to your service request*
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