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LOG IN INSTRUCTIONS

Log in:
In the user name field type in your
domain (central\) followed by your Outlook  ID.

The password is the same as your Outlook 
password.

For log-in assistance please contact the helpdesk at 
(718) 935-5100 or access the self support web 

application at 
http://servicecenter.nycenet.edu/selfsupport 

to report an incident 

http://servicecenter.nycenet.edu/selfsupport
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GENERAL INFORMATION

Click “I accept” to proceed and 
submit the change request
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SUBMITTING A NEW REQUEST

Select “Create New Submission” to 
complete a new change request
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SUBMITTING A REQUEST
The school information will be 
automatically populated when a 
Principal Logs into the School 

Session Time Application

Only one type of request can be  
made per submission

Select all dates impacted by the 
change request and click “Select 

Dates.”

To delete all selected days, click 
“Clear.”
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SST-SUBMITTING A CALENDAR CHANGE REQUEST

These fields are not required, 
however, if the information pertains 

to your school or type of change request, 
the information must be included 

Please enter the time using the format below:
8:00 am or AM (please include a space 

between the time and am/pm designation)

Note: Change request cannot be submitted or
saved if an invalid time format is entered.
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SST-SUBMITTING & TRACKING STATUS

1
2

3

4

1. The “Save & Exit” option 
will allow you to return to 
the original request and 
apply any desired changes.

2. Once the “submit” option 
is selected no additional 
changes can be applied to the 
original request.

3. Once submitted, you will 
receive a confirmation email 
and will be able to view 
and/or withdraw the change 
request. 

4. At any time, you will be 
able to track the status of the 
request. An email will be 
generated each time the 
status of the request changes.
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