
Reporting LANDesk Issues 

Capturing Screenshots 
 

Report all LANDesk issues, questions, etc. to the following email: SOV.LANDeskGoLiveIssues@state.vt.us  

What to Report in Email 
 User name and contact information 

 Reference number of ticket 

 What time was the error 

 Description of what you were working on, trying to do 

 What was the error 

 Do you have a screenshot (see below for how to take a screenshot)  Attach the screenshot to your message 

 Is this the only time you have had this problem or is it a reoccurrence 

Screenshots are Very Important 
The Snipping Tool is easy to use and can provide a picture of the error you received.   

Recommendation:  Pin the Snipping Tool to your Start Menu.  It is easy to use and to Pin.  Just follow these instructions.   

1) Click on the “Start” icon 

 

2)  Then type “Snipping Tool”  

  in Search Programs and Files 

 

 

 

 

3)  Select Snipping Tool  
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4)  This will appear 

 

5) To take a snip,  

      click on “New” 

 

 

You will notice that your screen will fade and you will see a +.  Use the + to select What you want to snip.   
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6) For example, select a piece of the page above 

 

 

7) Then click, Ctrl V to paste it.  Your Snip is ready to use. 

To Pin the Tool for Use 
8) Click on the “Start” icon 
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9)  Then right click on “Snipping   Tool”.  Select “Pin to Start Menu” or “Pin to Taskbar”,       whichever you prefer 

 

 

The Snipping Tool is pinned and ready for you to use. 
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