Process for Entering an ART Helpdesk Ticket
 when an Employee’s Record has Failed to Update the DEERS Database 
1. Employee’s supervisor will log onto ART and proceed to the Helpdesk menu.
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2.  Next click the DEERS Problem Icon.
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  3. Next click the Employee not in DEERs ICON.
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  4. Enter the employee’s SSN and then click the submit button. 
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5.  Complete the required information needed by the Central site for addition of employee to the DEERS database. The necessary information is listed below.   [image: image5.png]| ART 11
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Required Information that must be completed for the employee:



Social Security Number (SSN)




Full Name



Date of Birth




Home and Work Address



Home and Work Phone #




Employee’s Pay Plan and Grade



Date Started Current Employment 




Employment Expiration Date (if applicable) 


            AKO email Address

  6. After helpdesk Ticket has been entered the supervisor can track the status of the ticket by going to the Helpdesk main menu and clicking on View Tickets You Created – Open.           [image: image6.png]+Ener  New Ticket
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7. Next click on the Proceed into Helpdesk button.  [image: image7.png]ARTLL i BRRR S AZWY e
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8. This page will display all OPEN helpdesk tickets you have entered. Open tickets are   those tickets that have not been physically closed by the personnel office. By clicking on the View Details button will display a list of your tickets. 
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9. The Ticket Sub Type will identify all open tickets you have entered. You will be concerned with those that are for the Employee not in DEERS. Clicking on the Ticket Number will display the actual Helpdesk ticket.
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10. You will receive direct communication back from the personnel office on the status of your Helpdesk ticket via an Icon in the ART “status bar” that resembles a mail slot with 2 letters.
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11. Clicking on the Mail Icon will display a link to the Helpdesk ticket. 
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12. Clicking the Ticket Number will display the Helpdesk ticket with all comments, status (closed or open) and all remarks.
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