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How to Submit an NJSLEDS Help Desk Case 
This guide covers everything you need to know about using the NJSLEDS Help Desk portal: submitting a case, checking for 
known issues, viewing your cases, communicating with the Help Desk through case comments, and understanding the 
automated email notifications you will receive.  

To ensure your Help Desk request is properly logged, assigned and tracked, all NJSLEDS Help Desk cases should be 
submitted using the “Contact Help Desk” button on the NJSLEDS system homepage or by calling 609-376-3970. 

Submitting a Help Desk Case 

Step 1: Access the Help Desk 
web form 

1. Log in to NJSLEDS 
through myNJ. 

2. On the NJSLEDS 
homepage, click on the 
blue “Contact Help 
Desk” button under the 
welcome message. 

 

 

Step 2: Check for Known Issues 
When you click “Contact Help Desk,” the system will check whether there are any active known issues that the NJSLEDS 
team has already identified and is actively working to resolve. 

 

EXAMPLE 
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If there are any active known issues, you will see a selection screen before the standard Help Desk form. Each known issue 
includes a title and a brief description of the problem. Review the list to see if your situation matches one of the listed issues. 

• If your situation matches a listed issue: Select it and click “Next.” You will still complete the standard Help Desk 
form in the next step. When you submit, your case will automatically be linked to the known issue you selected. 

• If none of the listed issues match: Select “None of the above” and click “Next.” You will proceed to the standard 
Help Desk form. 

If there are no active known issues at this time, the selection screen will not appear. You will go directly to the standard 
Help Desk form. No action is needed on your part. The known issue step only appears when there are active issues to 
display. 

Step 3: Confirm Your Contact Information 
Your name, email address and District ID will auto-populate based on your NJSLEDS account information. You will be asked 
to enter your phone number and phone extension (if applicable). This information allows the Help Desk to contact you if 
clarification is needed. 

Note: If any known issue appeared during Step 2, you will see a “ Back to Known Issues” link at the top of the form. You 
can use this to return to the selection screen if needed. 

Step 4: Select the Request Type 
Use the dropdown menus to classify your request. 

1. Select the Type that best matches your issue 
2. If prompted, select a Sub Type and Sub Category, choosing the options that most closely describe your request 
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Step 5: Describe Your Request 
In the Details field, clearly describe the issue or question you need help with. Include relevant context such as what you were 
trying to do, what happened and any error message you received. If the issue affects multiple records, note that in your 
description. Keep the description concise but specific. 

Step 6: Review and Submit 
Before clicking Submit, confirm your contact information is correct, the request type is appropriate, your description is clear 
and any required files are attached. 

Click “Submit” once and wait for the confirmation message. You will receive a confirmation email with your case number 
and be able to view the cases in your View All Cases section of the NJSLEDS portal. 

 

Viewing Your Cases 

Step 1: Go to the Cases Section 
After logging into the NJSLEDS system, click “View All Cases” on the homepage under the welcome message. This is where 
you’ll see all the Help Desk tickets your district has submitted.  

 

 

 

 

 

 

 
 

 

Step 2: View Your Case List 
The case list shows helpful information including the case number, status, type of request, case contact, email, details, 
date/time opened and last modified date. 

Jane Smith  

Jane Smith  

jane.smith@district.org  

jane.smith@district.org  
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Step 3: Review a Case 
Click on any case number to view the full case details. You will see the details of your request as well as any information the 
Help Desk has shared with you. 

 

Understanding the Case Detail Page 

The case detail page shows your case information in two main sections, plus a comments area at the bottom. 

Case Details 
The top section displays your case number, case origin, status, contact information, request type, sub type, sub category 
and the details you provided when submitting. 

 

jane.smith@district.org  

6095551234  
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Linked Issue Details 
If your case is linked to a known issue, a Linked Issue Details section appears below Case Details. This section shows: 

• Issue Number: The tracking number for the known issue 
• Subject: A brief title describing the issue 
• Status: The current status of the known issue (e.g., New, Closed) 
• Resolved Date: The date the issue was resolved (when available) 
• Description: A detailed description of the known issue 

This section appears in any case that has been linked to a known issue, whether you selected the known issue at the time of 
submission or the Help Desk linked your case afterward. If your case is not linked to a known issue, this section will not 
appear. When the known issue is resolved, the Linked Issue details will update to show the resolved date and a status of 
“Closed.” 

 

Using Case Comments 

The Case Comments section appears at the bottom of every Case Detail page. You can use comments to communicate 
directly with the Help Desk: providing additional information, answering a question or following up on your request. All 
communication stays in one place, keeping your case history organized and secure. 

Adding a Comment 
1. Open the case you want to comment on 
2. In the Case Comments section, click “New” 
3. Type your message in the comment field 
4. Click “OK” to submit your comment 

 
When you submit a comment, the case status automatically updates to alert the Help Desk that you have added new 
information. Your comment will appear in the conversation thread on the Case Detail page. 

When You Can Comment on a Case 
You can add comments on most cases, including cases linked to known issues. However, the comment option will not be 
available when: 

• The Help Desk is actively working on your issue (status is “In Progress”) 
• The case has been finalized (status is “Closed”) 

If your case is closed and you still need to follow up, submit a new case through the “Contact Help Desk” button and 
reference the previous case number to maintain continuity. 
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Email Notifications 

You will receive automated email notifications at key points during your case. All emails are sent from 
noreply@salesforce.com on behalf of NJSLEDS. 

Important Reminders 

• Emails no longer create Help Desk cases. The Help Desk email address is no longer used for managing or creating 
tickets. All cases must be submitted through the “Contact Help Desk” button on the NJSLEDS system homepage or 
by calling the Help Desk. 

• Do not submit duplicate requests for the same issue. If you need to follow up on an existing case, use the Case 
Comment feature instead. 

• Known issues are also available on the NJSLEDS website. The Known Issues page on the NJSLEDS User Resources 
website is a public reference where you can check the current status of active system-wide issues at any time without 
logging in. 

https://www.nj.gov/education/sleds
https://nj.gov/education/sleds/sledsnews/system-updates.shtml
https://nj.gov/education/sleds/
https://nj.gov/education/sleds/

