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

Log In using PVAMU email address and password
For Example: jsmith2@pvamu.edu

User: kcaldwell2@pvamu_edu -
FPassword: (eessssse -—

3. Click the Login button

Log In using PVAMU email address and password
For Example: jsmith2@pvamu.edu

User: kcaldwell2@pvamu_edu
Fassword: | sssssses

&



4. On the next page click Submit New Ticket
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5. Fill in your best contact number, a short description of the problem, and in
the big description box be more detailed

[ Ticket  =Required field i
| Company: ’7 | Campus: Prairis View A&M Universi O, 0§

| User: Kona Caduel Building: Q

| Best contact number. ~ ((936) 261-9327 +t— Room: Q

| Contact typs:

| Short description: Test Tickst = *F-
| Description: M HE

This is a test run for a tutorial to show how to use this formal

*High priarity issues should be submitted via phone, not New Ticket.



6. To attach a document click on the Paperclip symbol on the top right hand
of the screen
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7. On the pop up screen click Browse to find your personal document to attach

; Attachments X

Choose a file to attach:
((Browse.. ]

Current file attachments:

MNone



8. Wherever your form is saved click Open

Choose file

Look in: |IB My Documents j cF Ef-
= @Captures
.—J @Mv Music
Recent (2} My Pictures
@Mv Videos
T @Snagit
II@(:Iean Access dosed sign
Deskdop 6] Drop Letter =1 SUMMER 2011
-«
@_]Sign up sheet for dean access
. \web page
My Documents -
My ﬁmer
My Network File name: |Ph0ne Farm j .m
Places
Files of type: [All Fiies - =l Cancel

9. Click Attach

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

g Attachments )
e @

Choose a file to attach:

C:\Documents and Settings'kcaldwell2\My Doct|_Browse... | | Attach | 1

Current file attachments:

None




11. The attached form should be at the top of the screen
12. You may now click the Submit button

[ER Ticket = Required field

Attachments: @I Phone Form.docx [view] —-f—

| Company: | | campus:
| User: | Building:
| Best contact number: (936) 261-9327 Room:

| Contact type:
| Short description: Test Ticket
| Description: €&

This is a test run for a tutorial to show how to use this format

*High pricrity issues should be submitted via phone, not New Ticket.

=

13. Once you see the following screen you know your ticket has been submitted
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14. A confirmation email will be sent to your PVAMU email address

You are now done!



