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How to Submit a
Helpdesk Ticket

1 Navigate to pvamu.edu/helpdesk

2 Click "Open a Ticket"

www.pvamu.edu/cite/training
https://pvamu.edu/helpdesk
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3 Enter your name in the Requestor Field.

4 Enter the name of the department you are in in the Acct/Dept. field.
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5 Enter the name of the building where the request/incident has occurred.

6 You can find the name of the buildings by clicking the box for a drop down menu.
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7 Enter the phone number for our helpdesk agents to contact you.

8 Enter the exact room location where the request/incident is taking place.
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9 If anyone else should be notified about the request/incident, please enter their
information here.

10 Enter a brief description of your request/incident.
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11 Use the space provided under "Detailed description", to give more information on
your request/incident.

12 If you have screenshots or any additional details you would like to upload for the
helpdesk agent to review, please upload using the "Attachment" section.
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13 Please be sure to Submit your request when you are finished.

14 Please make note of your "Service Request ID". This information can be used to
later check your ticket request.


