
How to Create a Ticket in SNOW 

1. Go to the website http://www.pvamu.edu/helpdesk 

2. In the login in box fill in your full PVAMU email address and password 

 
3. Click the Login button 

 



4. On the next page click Submit New Ticket

 
 

5. Fill in your best contact number, a short description of the problem, and in 

the big description box be more detailed 

 

 
 



6. To attach a document click on the Paperclip symbol on the top right hand 

of the screen

 
7. On the pop up screen click Browse to find your personal document to attach 

 

 
 



8. Wherever your form is saved click Open

 
 

9. Click Attach  

 

10.  The file is now attached now click on the Close button 

 

 
 

 

 

 

 

 

 



11.  The attached form should be at the top of the screen 

12.  You may now click the Submit button 

  
 

13.  Once you see the following screen you know your ticket has been submitted 

 

 
 

14.  A confirmation email will be sent to your PVAMU email address 

 

You are now done! 

 

 

 

 


