
HELPDESK INSTRUCTIONS 

 

 

 

1. Choose a template 

 

 

 

 

 

 

 

2. Choose a subcategory for your 
request, either “Question” or 
“Complaint”. 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 



 

3. An “Item” is required and will 
default to your subcategory choice. 

 

 

 

 

 

 

 

 

4. Enter the subject of your request 

 

5. Type your question under 
“Description” 

 

 

6. You’ll see your name as the 
requester.  If using the ESA Expenses 
Service Request template, you’ll need 
to include your student’s Application 
ID number.  

 

7. If you have attachments, you can 
include those here 

 

 

8. Complete the request by clicking on the “checkmark” on the top right. 


