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The IMS SelBervice Portaprovides UTHSCSA with a centralized location for creating a request to IMS

There are two categories for requesting support from IMS:

My Services Request Support
I want to request or I vant help vith 3
view a service techniczal problem

e My Servicesyou use this category to ask for a change or update to a product or service
e Request Suppar you use this category to requesfia for somethingbroken

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 &ervice or Request you are creating, please contact the IMS Customer
Service Department for Guidance at 56777 opt. 1 Monday, Friday from 8 ang 5 pm.




How to log onto the IMS Self Service Portal:

Use the link provided below and log onto the IB&f Service Portal with you UTHSCSA Domain ID and
UTHSCSA Password:

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

T —

INFORMATION MANAGEMENT & SERVICES

UT HEALTH SciENCE CENTER

SAN ANTONIO

Login
Customer ID: [YOUR - UTHSCSA Domain ID |

Password: [ssssssssss |

[T rRemember me on this computer

Forgotten vour password? SI(]n In

Your =ession has timed out. Please log in again

ITSM - IMS SelfService Desk



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

How to Submita O- U 3 Aduéirtg &d IMS Self Service Portal:

b2GSY | istused to &sk A &h@rfye or update to a product or service

1. Click onéMy Servicé from the Main Menu or fromthed a & { S N#A OS a ¢

INFORMATION MANAGEMENT & SERVICES mLUt
UT HEALTH SCIENCE CENTER Slened In s ey L Beenley
SAN ANTONID IMS Service Desk - UT Health Science Center at San Antonio

How can we help you today?

@ Home

@ Request Support

Request Support My Requests Knowledge Base 10

8 My Requests

@ Knowledge Base

My Profile
I want help with a I want to view or I want to search for
@ Help technical problem update my requests answers Active Resolued

Information Board Recent Requests (Last 5) Motifications

FOOD1559% Business Application  Active

Welcome to the Information management & Access
Services Customer Self Service page. To X T
select the varicus options available to you on FO001998 Business Application  Active

this helpdesk site, you can use the blue Access

navigation links on the left or one of the quick FODO1951 VoiceMail Resolved

links on the top toclbar.
FO001945 Pagers Active

If you have any problems using this support
system, please click the Help link on the left.
If you still have problems, plezse e-mail
supportworks-dev@uthscsa.edu.

FO001942 Mobile Phones Active




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

1% option: Type in a Trigger name within tide{ S NJJ A O field pd b J8diag the
defaulted Search optionag ! £ f / | GliSkBeaNh. S & € =

2" option: Go tothed a & { & N&dtord) Sick the [+] expand button of the Service
Category name, and click wl A & S  fro8ljhdZSedviteéRequest name.

Note: To assure that the correct Service is being raised as Raised Request, a Feature Description if
providedwhen clicking the [+] expand button a®time from the Service Request name.

- logout
INFORMATION MANAGEMENT & SERVICES

UT HEALTH SCIENCE CENTER' Slaned n == dery L Beasley
SAN ANTONIO IMS SelfService - UT Health Science Center at San Antonio

b Service search
@ Home o p“ on K

Search | All Categories M |

@ My Services
My favorite Services

@ Request Support - Closed, 8
8 My Requests ﬁ Email /] Raise Request .
8 Knowledge Base Active, 19

My Profile

8 Help Mobile Phones [/} Raise Request

Notifications Hide Active

(1] Anti-Virus Cffline
Raise Request

Raise Reguest
2nd
option B /] Raise Request

My Services

—*ﬂ Accounts and Access Management

+ﬂ +] Business Application Access (/] Raise Request

Sarvice
regquests: 3

Features: Application Access, System

Access, PeopleSoft Applications Show == favourite [~
(Financials, Student Administration,

HCM, Portal), ACE Tools, Time

Caollection, Leave Accounting, POSS,

Data Warehouse Reports)

E Network Account

Remote Office and Access

Faise Request

Raise Request

."-. CEDAR (Central Enterprise
ﬁ Diata Access Repository) o Raise Request
."'. CTRC Clinical Systemn Access
;ﬁ- Management @ FEE RIS
Wt Federated Authentication and
;ﬁ Authorization @ Raise Request
o .
;ﬁ' Hallway Copier Access (/]
1 -
ﬁ HSC Alert Access (/] Raise Request

Teaching Application Access
Business Solutions and Service
Computers and Peripherals
Data Center Services

Education and Training Service




*if selectedtodothe 2 LA 2y X 0SSt 24

Service.

Search |ﬁ.l| Categories

v| |

All Categories

Rows Per Page :

.

Search Results

Depending on whiclii @ LIS 2 F

azali

tK2a$s
page.

Email

Listzery

WoiceMail

HA1tw3of3 p

Request an Email Account, Expand
Email Account Storage, Disable,
Change, Delete Email, Forward Email
{Alias); Access /[ Create to Shared
Resource, Distribution Lists

Request to create, delete, or modify a
Listzery list

Request New voicemail, Passcode
Rezet, Modify/Change (Name),
Disconnect, Distributed Call Service-
Calling Tree, Anncuncement Only Mail
Box

{ SNAOS&a¢ KI @S

Service
reguests: 0

Service
reguests: 0

Service
reguests: 1

& god sefed, Nad wvidDHave a series of gatns that follow.

0SSy YauRvBen EoRpladiriglieKornj dzSa G A 2

& { SNUA O8 4 ¢ RADdaSateh redived fieldshafdte phralikgit®dNex v




How to Submit aO - Berviceséto Add or Delete UTHSCSA Domain

Account
Note: ThedRaise Requestwould bed b S ¢ 2 NJ . Thi©@ptodzy alsé used to request, i.e
Password Reset, Wireless Access and Group Membership

Step 1 Select the Drop down Arrow for the option of Services
Step2{ St SO0 &5 2 Yahdickek it NERR dzy G ¢

Service Detail [Network Account]

Summary Raize Service Reguest Active Reguests Closed Reguests

@ Home

@ My Services
8 Request Support

@ My Requests Metwork Account

® Knowledge Base Accounts Mgmt. creates or deletes a domain account(s) per customer request. Billing sets up one-time and recccurring billing.

My Profile
@ Help Basic Request Information

Fleaze enter all required information.

Metworl Account Service being requested

o m———
‘ Domain Account
——
Pazzword Reset
Wirgless Access

Mext

Step 3 Type in all Required Field3elect a Type ddomain Access Requ@stnd Click Next

Note: Select NEVpurchase dJTHSCSA Email Account or DELETE to remove UTHSCSA Email Account

Service Detail [Network Account]

@ Home

Summary | Raise Service Regquest || Active Requests | Closed Requests

@ My Services

@ Request Support

@ My Requests Metwork Account

® Knowledge Base Accounts Mgmt. creates or deletes a domain account(s) per customer request. Billing sets up one-time and reoccurring billing.

My Profile

@ Help D in Account Req

Please enter all required information.

Approver Name
[Julia Roberts |

Approver Email Address

|rubertsj@uthscsa.edu |

Type of Domain Access request?




Step 4 Answer the Appropriate answer for your Service Request and Next

Service Detail [Network Account]

8 Home

Summary Raise Service Request Active Requests Closed Reguests
8 My Services LS g 2 2

@ Regquest Support

8 My Requests Network Account

® Knowledge Base Accounts Mgmt. creates or deletes a domain account(s) per customer request. Billing sets up one-time and recccurring billing.

My Profile

@ Help Mew Account Request

Please enter all required information.

Is this request for more than one user?
‘  yes

N

Note: Ifyou 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

Service Detail [Network Account]

@ Home
® My Services Summary Raize Service Reguest Active Reguests Closed Reguests
My Services
@ Request Support
® My Requests Network Account
® Knowledge Base Accounts Mgmt. creates or deletes a domain account(s) per customer request. Billing sets up cne-time and recccurring billing.
My Profile
@ Help Single New Account Request

Fleasze enter all required information.

@ ‘ First Nams
|Channing |

Last Mame

|Tatum |
Student/Employee/FOL ID

[s53388 |
Date of Birth {dd/mm/yyyy)

[p1:21/1380] |




Step 6 Provide Detail information in the Addition Information Field Box belcliek Next

@ Home

@ My Services

@ Request Support

@ My Requests

@ Knowledge Base

My Profile

@ Help

Summary Raize Service Request ” Active Requests || Closed Requests |

Service Detail [Network Account]

| Network Account

Accounts Magmt. creates or deletes a domain account(s) per customer request. Billing sets up one-time and reoccurring billing.

| Additional Information

Final StepClickthed { dzo ¥ 2 (i € 2 3

Flease include any additional information about this request.

Provide additiona information,i.e.

PID if needed, etc.

@ Home

e2dzNJ daeé

@ My Services

@ Request Support

@ My Requests

@ Knowledge Base

My Profile

@ Help

Summary Raize Service Request || Active Requests || Closed Requests |

a Refehvitba uSwer. | Y R NB

Service Detail [Network Account]

| Network Account

Accounts Mgmt. creates or deletes a domain account(s) per customer request. Billing sets up one-time and reoccurring billing.

Your request is ready to be submitted. File attachment option available on submission of request.

—> (Submit |

Reference Number shown on the next page.

10|
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Service Detail [Network Account]

@ Home

8 My Services Summary Raize Service Reguest Active Reguests Closed Reguests

@ Request Support

Ir reque 1a cen loaaed ( 73 3
B My Requests 0 our request has been logged (FO007328)

Thank you. Your

@ Knowledge Base eference of FODO7328.

My Profile To assist us in providing you with a quick response to any future enquires you may have
regarding thiz matter, please keep a note of the above reference.If you call cur support hotline
® Help on 210-367-7777 to check the status of your call, yvou will be asked for this reference.

File Attachment
If you have any files, such as business documents, log files or screenshots, that will help the
support team expedite your request you can attach them using the below form.

[ Browss...

Click here to submit the file

w

Thed a & { Swillbe €e6thréugh thelMS Department Support WorkdientApplicationassigned to
the IMS Service Deskto the IMS Group owner.

¢KS La{ {SNIBAOS 5Sal1 oAttt NBRA NBubited, RegupNd6)éoand { SNIIA
appropriatelMS Department Support Group for review and expediting éMy Serviceg ~ Radiliest
Support.

Once youbdMy Serviceé  Régliedt SupptfhasbeerD2 Y LI SGSRX (i K $ly Seiitefi dA NJG 2 S
GwS | Soppowit f aK2g 2K awSda e SHenie Page and$hMy Requestlink
(see pg 20Q)You should als receive an email notification.

If you havefurther questions about thetatus of yourdMy Servicee 2 ediiesE weference page 26f
this Guidefor the Step®r call the IMS Service Desk at 5&77 opt 1, Monday, Friday, from 85 pm.

** Note: If you completeda PDF formyou will notreceive a Reference Number atite IMS Service
Desk will not receive the document. Youllneed to contact the Department who is in charge of that
form to check the StatusAlso, Approvers will not approve theDF form fronthe éMy Authorization
linké rof the IMS Self Service Portal.

Il RRAGAZ2YI b2GSY bhe¢ ! [] GeL)Sa 2F daaé {SNBAOSaé¢ NJ
Self Service Portal.

11



Howto 3 O AT E CBerliceddfor aLong Distance Codeusing the IMS Self

Service Portal
CNRY (KS daal ANySeSigedzick Breexpard button [+] for Phone and Mobile Services
FyR {8800 awhAiad wSljdSade F2NI[2y3 5Aad0Fy0so

Step 1 Type in all Required Fields; Select the Appropriate Long Distance Service and Click Next

- logout
INFORMATION MANAGEMENT & SERVICES

UT HEALTH SciENCE CENTER' PSR
SAN ANTONIO IMS SelfService - UT Health Science Center at San Antonio
@ Home

Summary Raise Service Request Active Requests Closed Requests
8 My Services S g - =

@ Request Support

8@ My Requests Long Distance Services

The following process will be used by the department requesting 800 Number Request for faculty/staff. Expected turnaround

8K ledge B 8
s AT time 10 days.

My Profile

@ Help

Long Distance Service Information

Fleasze enter the following information

Enter Project 1D (FID)

| |
@ —') Approvers Name
| |

Approver Email
Select Long Distance Service

|—Seled Choice- v|

Back Next

ITSM - IMS SelfService

12



Step 2:Click the Drop down arrow and select the type of choice for your Service Request and
Click NEXT.

- logout
INFORMATION MANAGEMENT & SERVICES

UT HEALTH SciENCE CENTER' Siened o a2 ey L Beesiey
SAN ANTONID IMS Service Desk - UT Health Science Center at San Antonio

Service Detail [Long Distance Services]

@ Home

i Summa Raise Service Request || Active Reguests Closed Reguests
8 My Services 4“'” g [ 2 | 2 |

@ Request Support

@ My Requests | Long Distance Services |

® Knowledge Base The following process will be used by the department requesting 800 Number Request for faculty/staff. Expected turnaround
time 10 days.

My Profile

@ Help

| LD Authorization Code |

What type of Long Distance service do you require?

-Select Choice-

Step 3:Complete each Required Entery and select NEXT.
INFORMATION MANAGEMENT & SERVICES ' mD—Ut

UT HEALTH SCIENCE CENTER' Slaned in 2= ey | Besley
SAN ANTONID IMS Service Desk - UT Health Science Center at San Antonio

Service Detail [Long Distance Services]

Summary Raise Service Request || Active Requests H Closed Requests |

@ Home

8 My Services

@ Request Support

® My Requests | Long Distance Services |

® Knowledge Base The following process will be used by the department requesting 800 Number Request for faculty/staff. Expected turnarcund
time 10 days.

My Profile

8 Help

| New LD Authorization Code |

Flease enter the following information
E Selact LD Service

 Texas only
 naticnwide
" Internaticnal

Responsible Persons First Name

Responsible Persons Last Name

Employee Badge ID number

13|



Step 4:Add any Additional Information and select NEXT.
INFORMATION MANAGEMENT & SERVICES v MD_LIT:

UT HEALTH ScIENCE CENTER' S L]
SAN ANTONID IMS Service Desk - UT Health Science Center at San Antonio

Service Detail [Long Distance Services]

Summary Raize Service Reguest || Active Reguests ” Closed Reguests |

@ Home

8 My Services

@ Request Support
@ My Requests | Long Distance Services |

The following process will be used by the department requesting 800 Number Request for faculty/staff. Expected turnaround

@ Knowledge Base time 10 days.

My Profile

@ Help |

@ Enter any additional details
-—" Details

2dd Rdditicna Informaticn as Necessary.

Final StepClickthed { dzo W2 (1 € 2 3 & 2 dzNJ & a & a RefeNiia Mudber. | Y R
INFORMATION MANAGEMENT & SERVICES v logout

UT HEALTH SCIENCE CENTER' Slanedin == e L Besley
SAN ANTGNID IMS Service Desk - UT Health Science Center at San Antonio

Service Detail [Long Distance Services]

Summary Raise Service Regquest || Active Requests ” Closed Requests |

@ Home

@ My Services
@ Request Support

® My Requests | Long Distance Services |

® Knowledge Base The following process will be used by the department requesting 200 Number Request for faculty/staff. Expected turnaround
time 10 days.

My Profile

@ Help

Your request is ready to be submitted. File attachment option available on submission of request.

NOTE: If you are the Approver for this Service Request, you will be notified and regelesting a 800
number, Request for Faculty / Staff, the turnaround time is 10 days.

14
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How to Submit A  OSetyiceO6 2ANOAOO Al OusibgthelIMSET A 0 E
Self Service Portal

CNRBRY (KS daal ANySeSigedzick reexpar@ button [+] Phones and Mobile Services

FYyR {StS00 awhkAias wSljdSade T2NJ

b2G8Y _2dz Oly a2 a#R1LIE,ARBOOS S{ EKEPLA 2LIA2Y

5

Step 1:Type in all Required Fields; Select the Appropriate Long Distance Service and Click Next
INFORMATION MANAGEMENT & SERVICES v lﬂc—ut

UT HEALTH ScieENCE CENTER Signed in as Jarry L Beesley
SAN ANTONIO IMS SelfService - UT Health Science Center at San Antonio

Service Detail [Mobile Phones]

@ Home

Summary Raise Service Request Active Requests Closed Requests
8 My Services S g - =

@ Request Support

® My Requests Mobile Phone Service

The IMS Client Support Services mobile phone service allows UTHSCSA faculty and administrative staff to obtain mobile

| K ledge B: : ; : -
bbbl phone devices and services through the UTHSCSA contracts with Verizon or AT&T. Expected turnarcund time 10 days.

My Profile

@ Help

Mobile Phone Service Infromation

Fleasze enter the following information

Installation Froject ID

| |
@ ) Manthly Froject 1D (for recurring charge)
| |

Cepartment IC

Approvers Nams

Approver Email

Contact Name

Caontact Email

Select Mobile Fhone Service Type

|—Seled Choice- v|

Back Next

ITSM - IMS SelfService

15|



Step 2: All fields are rquired. When completed select Next

- legout
INFORMATION MANAGEMENT & SERVICES

UT HEALTH SCIENCE CENTER' e e
SAN ANTONID IMS Service Desk - UT Health Science Center at San Antonio
@ Home
B Mo Servicos Summary Raise Service Request Active Requests Closed Requests

B Request Support

® My Requests Mobile Phone Service

® Knowledge Base The IMS Client Support Services mobile phone service allows UTHSCSA faculty and administrative staff to obtain mobile
phone device and service through the UTHSCSA contracts with Verizon or AT&T. Expected turnaround time 10 days.

My Profile

@ Help

New Phone Service Information

Please enter the following information

Provider?
) © ATET
" WERIZON

Airtime Flan? Available Airtime Plans

Type of Phone?

Is this a previously purchased device that is being activated?

© ves
" Ne

ITSM - IMS SelfService Desk

Step 3 Provide additional information as needdcde. Unlimited Data and Unlimited Textietg.
including any accessoriasd click Next

16|



- logout
INFORMATION MANAGEMENT & SERVICES

UT HEALTH SCIENCE CENTER' L RS
SAN ANTONIO IMS Service Desk - UT Health Science Center at San Antonio

Service Detail [Mobile Phones]

Summary Raize Service Reguest || Active Requests || Closed Reguests |

@ Home

B My Services

8 Request Support
My Requests ‘ Mobile Phone Service |

The IMS Client Support Services mobile phone service allows UTHSCSA faculty and administrative staff to obtain mobile
phone device and service through the UTHSCSA contracts with Werizon or AT&T. Expected turnarcund time 10 days.

]
B Knowledge Base
My Profile

@ Help ‘ o |

Enter any additiocnal details

Details

ITSM - IMS SelfService Desk

Final StepClickthed { dzo W2 (1 € 2 3 & 2 dzNJ & a & RdfefeNIBNUInBet. | Y R N

- logout
INFORMATION MANAGEMENT & SERVICES

UT HEALTH Science CENTER' e I
SN ANTONID IMS Service Desk - UT Health Science Center at San Antonio

Service Detail [Mobile Phones]

Summary Raize Service Regquest ” Active Reguests || Closed Requests |

@ Home

8 My Services

@ Request Support
® My Requests ‘ Mobile Phone Service |

The IMS Client Support Services mobile phone service allows UTHSCSA faculty and administrative staff to obtain mobile

| K ledge B: : : h . :
bbbl phone device and service through the UTHSCSA contracts with Verizon or AT&T. Expected turnarcund time 10 days.

My Profile

@ Help

Your request is ready to be submitted. File attachment option available on submission of request.

ITSM - IMS SelfService Desk

17
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Howto 3 OAT E O Sévicsdfar a New Computer Set Up from the IMS

Self Sewice Portal

Fromthed a | A Y go3oAdd§ Services click on expand button [] 2 Gidmputers and

Peripheralg, click on expand [+] button to view all the Type of Services provide for this Category. Click
Gwl A &S fordlf BSspgiate/ K1 y3S¢

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

. Sesrch | All Categories v | [ Search
My favorite Services

s Closed, &
a .ﬂ' Business Application Access (/] Raise Request
Active, 15 Resolued, 3

My Services

Accounts and Access Management
©@ Business Solutions and Service

= Notifications Hide Active
Clinical Solutions and Service

® Computers and Peripherals

ﬁ Cornputer, Printer, Accessory Repair ] Raise Request
ﬁ Consultation/Education [] Raise Request
m Contract Computer, Printer, Accessory Repair (/] Raise Request
@ Hard-Drive Wipes/Destruction ] Raise Request
] ﬁ Setup-Upgrade-Changs ) ( [Raise Request |
—
Setup new computers or printers, Exchange new computer printers for existing. Service
Relocated existing computer or printer, Upgrade hardware or software on requests; 0

commputer or printer

Show a5 favaurite [
Festuras:

18]



Step 1:Complete # Required Fields and select Next
INFORMATION MANAGEMENT & SERVICES ' logout

UT HeALTH ScieNnce CENTER ) ) Signed in 2= Jerry L Bessley
SAN ANTONID IMS SelfService - UT Health Science Center at San Antonio
Service Detail [Setup-Upgrade-Change]
® Home
="M Services Summary Raise Service Request Active Requests Clozed Requests
B8 Request Support
8 My Requests Standard service request
® Knowledge Base
My Profile
@ Help Service Request Information

Flease enter the following information

Enter Project Id (PID)

Approvers name

Approvers email address

Enter description of request

Back Mesxt

ITSM - IMS SelfService

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

legout
INFORMATION MANAGEMENT & SERVICES ' logout

UT HeALTH SciencE CENTER Signed in as Jerry L Bessley
SA% ANTONID IMS SelfService - UT Health Science Center at San Antonio

Service Det [Setup-Upgrade-Change]

Summary || Raise Service Reguest || Active Reguests | Closed Reguests

Home

My Services

Request Support

My Requests Standard service request

Knowledge Base

-BN BN BN BN BN |

My Profile

Hel
giguid Your request is ready to be submitted. File attachment option available on submission of request.

ITSM - IMS SelfService

Final StepClickthed { dzo W2 (1 € 2 3 & 2 dzNJ & a & a RefeNliEa Kudber. | Y R

19|
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How to Checkthe Status of a My Services6i ORe@uest Support 6using
the IMS Self ServicePortal

1. To view a lishgof the Service Requesyou have submittel Of A O uéstg framahe w S |]
aSydz 2LJiA2Y 2NJ FNRY (GKS daé wSljdzSade LO2y®

Note: You will only be able to view yourowd a @ { SNIDAOS&¢ | yR awSljdzSai

20|

























































