
How to Create a Ticket in Web Help Desk 

 

1. Go to the Bethel Home Page and click on the HELP tab.  

 

2. Login to the Web Help Desk by entering your email address and password. 

 

 

3. Select a Request Type. (Note: when you select a Request Type, an FAQ window shows on the 

right-hand side of the page. This may help you to resolve the issue yourself) 

 

4. In the Request Detail Box enter as much detailed information regarding the issue as possible. 

This will eliminate the need to contact you for more information.

 



 

5. Click the SAVE button on the bottom right side of the web page. 

 

 

6. A confirmation message will appear on the screen that includes your Ticket number. 

 

 

7. You will receive an email confirmation containing a link back to your ticket. You may add a note 

to your ticket by simply clicking the “Add Note” link within the email, or by responding directly 

to the email confirmation.  

 

 


