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We have compile an easy step by step guide to assist you in logging calls for ITS. 

1. Before logging a call 

• Take a snapshot/print screen of the error on ITS. See example below. 

• Paste it on MS Word. 

• Save it on your pc. 

 
 

2. Go to UNIVEN website www.univen.ac.za 

• Click on Staff 

• Click on Help Desk 

 

 

http://www.univen.ac.za/
http://www.univen.ac.za/


 
 

How to log ITS call on Helpdesk system 

 
 
 
 
 
 
 
 
 
 
 

 

3. Click Log an IT Problem. 

 

 

 

 

4. Complete information on all fields 
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5. Click on Call Category 

• Click Applications 

• Click ITS 

 

 

6. Click on Attach Document 
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7. Click Locate File. 

 

8. Browse to where you have saved the print screen.  
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9. Attach the document and click ok. 
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10. Click save and close. 

11. Helpdesk will then assign all ITS calls logged to System Operations team. 

 

12. To check your logged calls, click on “You have # Open IT Call” 
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