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AsSk HR or Report a Problem (CRM)

Reqguest or Manage Access to PeopleSoft

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.
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Create Case
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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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Create Case
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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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Creale Case
Thee mone complets and aocursts the information you provide, the easeer it will be to answer
¥our gueshion, reselve yowr probéem, o sand  gn to the sppropniste secerd level supeset
staff. Remember to enable pop-ups!
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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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Create Case

The more complete #nd accurate the infermaton you provde, the easeer & will be = answer
your guestion, nesolve your problemn, of sand 2 on ko the appropriste secerd level suppcdt

staff. Remember to enable pop-ups!
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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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Crealte Case

Tha more complete 854 securate the infarmation you provde, the eaper ¢ will be 1 snower
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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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Create Case
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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.

Page 7 of 11



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

[ Browse.. ]

Upload Cancel

5 Click Open

| " Browse..;

- File Upload

Look in |L’f}|mages ———L—> V| < | T -

2 Look in

T
Upload | | Cancel

5 c]PeopleSth Security Role Description Wwindow,png
A :3 c]Requast ot Manage Access ko PeopleSoft.png
iy Recent c]REquast terms.prg
Documents %] Road Waork.png =
= c]ROIe description window.png 3 SeIeCt a Flle
I. c]Rule table excerpt.png
Desktop I:] Sparky alone.png

I:] Sparky savys Logon.png
I:] Spellcheck.png
I:] This is Firefox. png

My Documents Bl his s E.png

c]unllked.png
4 Click Open
e - =P
5 v|

£
Open

MyNe-t.wmk Files of type: |AIIFiIas v| [ Cancel ]

File namme: ||

Page 8 of 11



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

\CiDocuments and Settings JIll\Deskiop\080818 De| Browse_

!\

ChDocuments and Settings\|jjjif\Desktop080818 De
Upload Cancel

Flease refram from usng any confidental informabon in the required Summary field, Detads can
b included in the detsl desonpbion ares 5o be as complete and accurste o3 posuble. Thes will

eniure that your cete gets ressdved faster or re-sssapned to the approprasts second bevel support
Thank you.
Contact Details

*Husiness Uit Homan Betourced w

Lustomer
Contadt Details Ede Cortact Detmli

Prablem Details

Category Feopleiof w
Spedially Type bl
*summary Deme for artle ¥
Details ¥
Altac hmenls a tt
achments
Eibe Narme
Sparky glone png T
ey N flle Name
Culberd

Sparky alone.pnqg

* Reguered Fald

Page 9 of 11



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

Create Case
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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.

Need Help?

24 howrs a day, 7 days a week

For human resowces (480-965-2701)

of technical problems (480-965-6500):
Search solhtions, Create a case, Email, o1 Chat
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