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The IMS Self Service Portal provides UTHSCSA with a centralized location for creating a request to IMS 

 

There are two categories for requesting support from IMS: 

 

 

 My Services:  you use this category to ask for a change or update to a product or service 

 Request Support:  you use this category to request a fix for something broken 
 

The IMS Self Service Portal is accessible off campus and is compatible with a PC or Mac. 

 

This Guide is provided for you to further assist with creating a Service or Request, how to checking the 

status for either a Service or Request, how to complete the Authorization process, including other 

helpful information.  

 

For further questions with a Service or Request you are creating, please contact the IMS Customer 

Service Department for Guidance at 567-7777 opt. 1 Monday ς Friday from 8 am ς 5 pm. 
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How to log onto the IMS Self Service Portal:  
 

Use the link provided below and log onto the IMS Self Service Portal with you UTHSCSA Domain ID and 

UTHSCSA Password: 

http://supportworks.win/uthscsa.edu/sw/selfservice/  

 

 

 

 

 

 

 
 

 

http://supportworks.win/uthscsa.edu/sw/selfservice/
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How to Submit a Ȱ-Ù 3ÅÒÖÉÃÅsȱ using the IMS Self Service Portal:  
 

bƻǘŜΥ   ŀ άaȅ {ŜǊǾƛŎŜέ is used to ask for a change or update to a product or service 

1. Click on άMy Serviceέ from the Main Menu or from the άaȅ {ŜǊǾƛŎŜǎέ Icon. 

 

 

 

 

 

 

 

 

 

 

 

 

 



6  

 

From the My Services Page, you have (2) options on how to find a My Service Request.   
 

1st option:  Type in a Trigger name within the ά{ŜǊǾƛŎŜ {ŜŀǊŎƘέ field box and leaving the 
defaulted Search option as ά!ƭƭ /ŀǘŜƎƻǊƛŜǎέΣ click Search. 
2nd option:  Go to the άaȅ {ŜǊǾƛŎŜsέ Section, click the [+] expand button of the Service 
Category name, and click άwŀƛǎŜ wŜǉǳŜǎǘέ from the Service Request name. 
 

Note: To assure that the correct Service is being raised as Raised Request, a Feature Description if 

provided when clicking the [+] expand button a 3rd time from the Service Request name. 
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*if selected to do the 1st ƻǇǘƛƻƴΣ ōŜƭƻǿ ƛǎ ŀƴ ŜȄŀƳǇƭŜ ǿƘŜƴ ŜƴǘŜǊƛƴƎ ŀ ά¢ǊƛƎƎŜǊ ƴŀƳŜέ ŦƻǊ ŀ aȅ 

Service.   

 

 

Depending on which ǘȅǇŜ ƻŦ άaȅ {ŜǊǾƛŎŜsέ you select, you will have a series of questions that follow.  

aƻǎǘ άaȅ {ŜǊǾƛŎŜǎέ ƘŀǾŜ ōŜŜƴ ƳƻŘŜƭŜŘ ǿƛǘƘ ǉǳŜǎǘƛƻƴǎ ǘƻ ōŜǘǘŜǊ ŀǎǎƛǎǘ you when completing the form. 

¢ƘƻǎŜ άaȅ {ŜǊǾƛŎŜǎέ ǉǳŜǎǘƛƻƴǎ ƘƛƎƘƭƛƎƘǘŜŘ ƛƴ RED font are*  required fields before pursuing to the Next 

page. 
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How to Submit  a Ȱ-Ù Servicesȱ to Add or Delete  UTHSCSA Domain 

Account  
Note:   The άRaise Requestέ, would be άbŜǘǿƻǊƪ !ŎŎƻǳƴǘέ. This option is also used to request, i.e 

Password Reset, Wireless Access and Group Membership 

 Step 1: Select the Drop down Arrow for the option of Services 

Step 2: {ŜƭŜŎǘ ά5ƻƳŀƛƴ !ŎŎƻǳƴǘέ and click in NEXT 

 

Step 3: Type in all Required Fields, Select a Type of Domain Access Request? and Click Next 

Note: Select NEW purchase a UTHSCSA Email Account or DELETE to remove UTHSCSA Email Account  
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Step 4: Answer the Appropriate answer for your Service Request and Next 

 

Note: If you selected more than one user, attach a spreadsheet after you select Submit with the 

following information: First Name, Last Name, Student/Employee/POI ID, Date of Birth (dd/mm/yyyy) 

 

Step 5: Type in all Required Fields and Click Next 
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Step 6:  Provide Detail information in the Addition Information Field Box below, click Next: 

 

Final Step: Click the ά{ǳōƳƛǘέ ǘƻ ƭƻƎ ȅƻǳǊ άaȅ {ŜǊǾƛŎŜέ ŀƴŘ ǊŜŎŜƛǾŜ a Reference Number. 

 

 Reference Number shown on the next page. 
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The άaȅ {ŜǊǾƛŎŜǎέ will be sent through the IMS Department Support Works Client Application assigned to 

the IMS Service Desk or to the IMS Group owner. 

¢ƘŜ La{ {ŜǊǾƛŎŜ 5Ŝǎƪ ǿƛƭƭ ǊŜŘƛǊŜŎǘ ȅƻǳǊ άaȅ {ŜǊǾƛŎŜέ ƻǊ άwŜǉǳŜǎǘ {ǳǇǇƻǊǘέ (If submitted, see pg 26) to the 

appropriate IMS Department Support Group for review and expediting your άMy Servicesέ ƻǊ άRequest 

Supportέ.   

Once your άMy Servicesέ ƻǊ άRequest Supportέ has been ŎƻƳǇƭŜǘŜŘΣ ǘƘŜ ǎǘŀǘǳǎ ǘƻ ŜƛǘƘŜǊ άMy Servicesέ ƻǊ 

άwŜǉǳŜǎǘ Supportέ wiƭƭ ǎƘƻǿ ŀǎ ά/ƭƻǎŜŘέ ƻǊ άwŜǎƻƭǾŜŘέ from your Home Page and thŜ άMy Requestέ link 

(see pg 20). You should also receive an email notification.  

If you have further questions about the status of your άMy Servicesέ ƻǊ άwequestέ, reference page 20 of 

this Guide for the Steps or call the IMS Service Desk at 567-7777 opt 1, Monday ς Friday, from 8 -5 pm. 

** Note: If you completed a PDF form, you will not receive a Reference Number and the IMS Service 

Desk will not receive the document.  You will need to contact the Department who is in charge of that 

form to check the Status.  Also, Approvers will not approve the PDF form from the άMy Authorization 

linkέ Ŧrom the IMS Self Service Portal.  

!ŘŘƛǘƛƻƴŀƭ bƻǘŜΥ bh¢ ![[ ǘȅǇŜǎ ƻŦ άaȅ {ŜǊǾƛŎŜǎέ ǊŜǉǳƛǊŜ ŀƴ !ǳǘƘƻǊƛȊŀǘƛƻƴ ŦƻǊ ŀǇǇǊƻǾŀƭ ŦǊƻƳ ǘƘŜ La{ 

Self Service Portal. 
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How to 3ÕÂÍÉÔ Ȱ-Ù Servicesȱ for a Long Distance Code using the IMS Self 

Service Portal  
CǊƻƳ ǘƘŜ άaŀƛƴ aŜƴǳέ Ǝƻ ǘƻ ĄMy ServicesĄclick on expand button [+] for Phone and Mobile Services 

ŀƴŘ {ŜƭŜŎǘ άwŀƛǎŜ wŜǉǳŜǎǘέ ŦƻǊ [ƻƴƎ 5ƛǎǘŀƴŎŜΦ 

Step 1: Type in all Required Fields; Select the Appropriate Long Distance Service and Click Next 
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Step 2: Click the Drop down arrow and select the type of choice for your Service Request and 

Click NEXT. 

 

 

Step 3: Complete each Required Entery and select NEXT. 
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Step 4: Add any Additional Information and select NEXT. 

 

 

  

Final Step: Click the ά{ǳōƳƛǘέ ǘƻ ƭƻƎ ȅƻǳǊ άaȅ {ŜǊǾƛŎŜέ ŀƴŘ ǊŜŎŜƛǾŜ a Reference Number. 

 

NOTE: If you are the Approver for this Service Request, you will be notified and when requesting a 800 

number, Request for Faculty / Staff, the turnaround time is 10 days.  
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How to Submit  Á Ȱ-Ù ServiceÓȱ 2ÅÑÕÅÓÔ ÆÏÒ Á -ÏÂÉÌÅ 0ÈÏÎÅ using the IMS 

Self Service Portal  
CǊƻƳ ǘƘŜ άaŀƛƴ aŜƴǳέ Ǝƻ ǘƻ ĄMy ServicesĄclick on expand button [+] Phones and Mobile Services 

ŀƴŘ {ŜƭŜŎǘ άwŀƛǎŜ wŜǉǳŜǎǘέ ŦƻǊ   

bƻǘŜΥ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ¢ȅǇŜ άaƻōƛƭŜ tƘƻƴŜǎέ ǿƛǘƘƛƴ ǘƘŜ ά{ŜǊǾƛŎŜ {ŜŀǊŎƘέ ƻǇǘƛƻƴ CƛŜƭŘ ōƻȄ 

Step 1: Type in all Required Fields; Select the Appropriate Long Distance Service and Click Next  
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Step 2:  All fields are required. When completed select Next 

 

Step 3: Provide additional information as needed. i.e. Unlimited Data and Unlimited Texting etc. 

including any accessories and click Next 
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Final Step: Click the ά{ǳōƳƛǘέ ǘƻ ƭƻƎ ȅƻǳǊ άaȅ {ŜǊǾƛŎŜέ ŀƴŘ ǊŜŎŜƛǾŜ Reference Number. 
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How to 3ÕÂÍÉÔ Á Ȱ-Ù Servicesȱ for a New Computer Set Up from the IMS 

Self Service Portal  
From the άaŀƛƴ aŜƴǳέ go to ĄMy ServicesĄclick on expand button [+] ŦƻǊ άComputers and 

Peripheralsέ, click on expand [+] button to view all the Type of Services provide for this Category.  Click 

άwŀƛǎŜ wŜǉǳŜǎǘέ for ά{ŜǘǳǇ-Upgrade- /ƘŀƴƎŜέ 
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Step 1: Complete all Required Fields and select Next 

 

Step 2: Select the type of Service you are requesting and select Next 

 
 

Final Step: Click the ά{ǳōƳƛǘέ ǘƻ ƭƻƎ ȅƻǳǊ άaȅ {ŜǊǾƛŎŜέ ŀƴŘ ǊŜŎŜƛǾŜ a Reference Number. 
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How to Check the Status of a ȰMy Servicesȱ ÏÒ ȰRequest Supportȱ using 

the IMS Self Service Portal  
 

1. To view a listing of the Service Requests you have submittedΣ ŎƭƛŎƪ ƻƴ άaȅ wŜǉuestsέ from the 

aŜƴǳ ƻǇǘƛƻƴ ƻǊ ŦǊƻƳ ǘƘŜ άaȅ wŜǉǳŜǎǘέ LŎƻƴΦ 

 

Note:  You will only be able to view your own άaȅ {ŜǊǾƛŎŜǎέ ŀƴŘ άwŜǉǳŜǎǘ {ǳǇǇƻǊǘέ 

 

 

 

 

 

 

 

 






































