Webmaster Helpdesk Ticket Submission

Please remember any help desk ticket 3pm will be posted the next business (workday)

The following is step by step directions on how to submit a helpdesk ticket website posting (GIPSA, OSP, InGIPSA, PSP Employee Library), completing this correctly will ensure the ticket is sent directly to the Webmaster, for timely posting.
Open the Helpdesk Console the Icon is found on your desktop, (fire extinguisher image), once open you will see the following screen. 
[image: ]

Next fill out the following sections:

Title:  Name of Site followed by posting/ Type of posting:
	Examples:
		GIPSA: News release posting
		GIPSA:  Service Provider Posting
		OSP:  Newsletter Posting
		InGIPSA:  Civil Rights Posting
		PSP Library: CCWG Posting
		PSP Library: Staff Directory
				
Category:  In the dropdown find “Website Posting”, then in the second Category will pop up
[image: ]
Sub-Catergory:  in this dropdown box you have to choices, “InGIPSA” or “GIPSA Public”
[image: ]
Priority:  Leave a Medium (8 hours), only change if it is an emergency.  The webmaster will get to the ticket as soon as possible after the email is delivered.  (IF this is an emergency posting please follow up with an email message to the webmaster.)
[bookmark: _GoBack]Attachments:  click on the Paper Clip in the gray area, this screen will pop up.  Upload the files and hit OK at the bottom.  You can submit multiple of documents.  (Please submit your attachment in the same format:  PDF; .doc; .docx; etc. as similar documents are on the page you are requesting this be posted.)
[image: ]
Comments:   Please put the following in this area:
	Web address that this page needs to be submitted (if this document is located in several locations please list them all).  You can get this information at the top of the screen in the browser:
			Examples: https://ingipsa.gipsa.usda.gov/
				     http://www.gipsa.usda.gov/fgis/eduout.html

Indicate what to change, such as subheading, post in what order, and broken link, etc.

After you are done the above sections, OK button at the bottom of the screen.
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