
 

 

Creating a Help Desk Ticket 

The best way to seek help with a technical or functional issue with a SharePoint web site is to 

submit a ticket with the Technology Support Center (TSC). It is best to use the web interface 

located inside of Campus Connection. This way you can document the issue fully and there will 

be a record of the problem and its resolution. 

1. To submit a ticket Go to Campus Connection and log in. Campus Connect is accessed 

from http://www.depaul.edu: 1) Click on the “DePaul Shortcuts” link and 2) the curser will 

automatically position itself next to “Campus Connect”. Click on the name to sign on. 

 

2. Once inside of Campus Connection, click on the Technology Support Center link: 

 

http://www.depaul.edu/
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3. Click on the “Request Help – Submit a Case’ link to begin the ticket creation process:

 
4. Fill in the form as outlined below.  Please be as complete and detailed as possible. You 

can use the Snipping Tool in the Windows 7 operating system to capture a screen shot if 

needed (be sure to save it as jpg).
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5. After you click Submit, you will get a confirmation page.  (Make a note of the case number. 

It is highlighted below. In this example it is 560227.) 

 
6. A short time later, you will also receive an email from tsc@depaul.edu. This is a confirmation 

of submitting a ticket only. 

 
7. As the next step in the support process, you will receive an email or phone call from the 

person assigned to work on your ticket. They will ask additional questions and work with you 

for a resolution. They have received the following email. 

 
8. The last step will be closure of your ticket. The support person will ask if they have 

completed the work or solved your issue and if they can close the ticket. 
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9. When work is completed on your ticket you will receive an email that the ticket has been 

closed. 

 


