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My ASU Main Menu 

https://webapp4.asu.edu/myasu/employee 
 

 
  

 
 
To Report a Problem Using CRM 
Find and select the Report a Problem (CRM) link.  If you are not already logged in, you will be asked to sign in 
with your ASURITE ID and password. 

 

https://webapp4.asu.edu/myasu/employee
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Contact Details 
Our system will automatically retrieve your contact phone number / ASU e-mail address based on your 
records with ASU. The contact phone number should now be displayed, but the contact e-mail address is 
not (it is your regular ASU E-mail address).  

 If you would like to specify an alternate e-mail address or phone number where you should be contacted 
while we attempt to resolve your problem, click on "Edit Contact Details", and enter the information 
there.  

 Please note that this will change your contact information for this case only. This will not change your 
contact information on record with ASU.  
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Click the Category drop down list. 
 

Category 
Select a Category that best fits the problem type you are having. It is not crucial that you have the 
'correct' Category selected. If none of the options seem to fit your problem, either leave this selection 
blank, or settle for choosing the next-closest match.  

 For this example, we have selected Security 
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Click the Specialty Type drop down menu. 
 

For this example, we have selected the Network Security item 
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Summary 
This is a very brief description of problem you are having. Think of this as what you would put for a 
subject when composing an e-mail about your problem. You should be able to accomplish this within 5 
words or less. The Summary is limited to 80 characters. Only text can be saved here. 
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Details 
Describe the problem you are encountering or the question you have. Please try to include as much 
relevant information as possible, but don't make it an essay. If the person processing your case needs 
more information, they will contact you using the Contact Details you setup earlier. This area will only 
retain text. 
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Attach a File 
This step is not required, but if there are any files on your computer that you think might help resolve the 
problem you are encountering (i.e. a Password Reset Form, a photocopy of a form you need submitted, 
or a screen shot of your computer's desktop while said problem is occurring), go ahead and attach those 
now.   

 
 



CRM Create a Case Illustrated Step by Step Wednesday, September 17, 2008

 

Page 8 of 11 

 
 

 



CRM Create a Case Illustrated Step by Step Wednesday, September 17, 2008

 

Page 9 of 11 

 



CRM Create a Case Illustrated Step by Step Wednesday, September 17, 2008

 

Page 10 of 11 

 
 
  
 

Click the Submit button 
 
Now just hit the Submit button, and the system will create a CRM case for you. You will be informed immediately 
of the unique number of your case. 
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If your problem is urgent or if you are having trouble submitting a case, you should contact the ASU UTO 
Helpdesk at e-mail address helpdesk@asu.edu or phone 480-965-6500.  

 

 
 


