
How-to guide: Submit an issue or bug in help desk
The following steps will help you complete the submitting a support request for an issue or bug you are reporting.

 

1. Go to the Support Help Desk, CLICK HERE.

 

2. Select the “Need Help” option.

 

 

3. Select the “Report an Issue” option.

 

 

4. Complete the following fields in the issue form.

Help Desk Submission Instructions

https://tamu-charm.atlassian.net/servicedesk/customer/portals


This form is conditional, if you select the “None Above” option, you will be prompted with more issue fields to complete.



5. Click “Send” when all required fields are complete.

 

It is important that in the “Issue Description” box, you include the steps you took when you encountered the issue so that we can 

duplicate the steps to validate the issue is a bug. See  an example below for reference.



Example of how to fill out the “issue name” and “issue description” fields

Issue Name: Error with Buildout Feature

Issue Description: 

The Feature will not load when I click on the button. 

Replicate Steps: 

1. go to [name of feature]

2. select the [instruction 1]

3. go to [instruction 2]

4. repeat as needed


