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HOW TO TAKE A SCREENSHOT AND ATTACH IT TO YOUR TROUBLE TICKET: 

1. Highlight what you want to screenshot.   

2. Hold the CTRL key and tap the prt scr button, usually in the upper right corner.   

3. Open a blank document in Word. 

4. Press CTRL + V to paste it in the blank page.  

5. Save it as you normally would.  Preferably in an easily accessible place, like your 

desktop. 

6. Click the Browse…button by File Attachment and click on the file you just saved.  

There is not an attach button. When you click on Send Report it will send the file 

too. 

 

 
 


