
   

Submitting a Help Desk Ticket  1 
September 12, 2007 
v.1 

 
 
 
 
 
 
 

Submitting a Help Desk Ticket 
  for assistance with: 
 

 PALS 
 Power Up to Read 
 Project Connect 
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Submitting a Help Desk Ticket 
 
 
Step 

 
Action 

 
 

1. 
 
Open your Internet browser and type in the help desk address: 
 
http://telecompioneers.helpdeskconnect.com 
 
You will then be directed to the help desk “Dashboard” page: 
 

 
 

 
2. 

 
Click the “Log In” link 
 

 
 

http://telecompioneers.helpdeskconnect.com/
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3. 
 
If this is the FIRST time you are visiting the help desk site, once you are 
directed to the “Login” screen, you can create your own username and 
password for the site. 
  
Click the <Register> button: 

 
NOTE: Creating your own username and password means that each time 
you visit the help desk site, you can look up the history of all tickets 
you have submitted with a request for help. 
 
After you have created your username and password you can skip 
this step on future visits and just login. 
 

 
4. 

 
On the “Registration” screen, enter your information in each field.  For 
simplicity purposes, we recommend using the same User ID and 
Password that you use for PALS.  That way you won’t have yet another 
set of login credentials to remember. 
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5. 
 
After you have successfully created your account you will see the 
“Congratulations” confirmation message. 
 
To then proceed to creating a help desk ticket – click the <Continue> 
button. 
 

 
 

6. 
 
To create and submit a help desk ticket, click the “Contact Customer 
Service” link. 
 

 
 



   

Submitting a Help Desk Ticket  5 
September 12, 2007 
v.1 

 
Step 

 
Action 

 
 

7. 
 
Fill in the fields on the “Contact Customer Service” screen.  Your Name 
and Email Address should populate for you automatically. 
 
NOTE: Please provide as much detail as you possibly can in the 
“Message” box.  Include names of screens, steps you followed in PALS, 
etc.  The more detail you provide, the better prepared we will be to 
provide assistance. 
 
Once you have completed the form, click the <Send> button at the 
bottom of the form. 
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7a. 
 
You will receive a confirmation message that your ticket has been 
successfully created and your ticket will be assigned a number.  If you 
chose to have a copy of the ticket sent to you via e-mail, you will also 
be sent an e-mail message. 
 

 
 

8. 
 
Other actions you can take on the “Dashboard” (after you log in to the 
help desk site) include clicking the “Frequently Asked Questions” link to 
see if there are any documents you can review and search for answers 
to your questions regarding PALS. 
 
The “My tickets” link will direct you to a screen to see the history of all 
tickets you have submitted and their status. 
 
The “My Profile” link allows you to update your profile information. 
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9. 
 
To exit the help desk site, click the “logout” link in the upper right-
hand corner. 
 

 
 

10. 
 
If you experience any issues with the help desk ticket site, please 
contact either of the individuals below: 
 

• Carissa Pavlica (303) 571-9260 or cpavlica@telecompioneers.org 
• Trish Zimmerman (303) 571-9273 or 

tzimmerman@telecompioneers.org 
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