i California
i | DEPARTMENT OF TECHNOLOGY

Office of Technology Services

Service Request Fulfillment Training

How to Copy a Service Request
Date: 1/19/16



Module Objectives

B Lesson 1: How to Copy a Request



Lesson 1
How to Copy a Service Request

Request Service
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E Dept of Technology Employee Services Sub-Categories » 7 Iiuﬂ [») 1-40i53
»n Infrastructure Services Active Directory (AD) Administration
0 Nebwork Services Request ID:  REQOO0002100447
Subml [ed: - (116 2 F'Iv]
:ﬁ Software Services For:
Status
= Email [ Mobile Services
i Professional Services
s N _ Active Directory (AD) Administration
Desk Se Request ID:  REQOO0002100445
" Other Services Submitted: 1142016 12:36:05 PM
For: Carri Stokes
s Concled
in | Detzils
Active Directory (AD) Administration a4 Request Again |

You might need to create a request that is similar to a
previous one that you submitted. With the Request Again
function you can create a copy of an existing request, the
details of which can be modified.
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You can copy a request

My Requests B~ . .

P —— regardless of its status. That is,
aview (#) My Requests () All Requests

Show [ai -]l (& you can copy a draft, a

oL e submitted, or a cancelled
Simites, 1292016 31553 P request. Note that the Request
e . Again function will fail if the
Oberest service request form is no
B ke longer available.

- Eﬁﬂaﬂ Cancel | Details

To copy a request, iIn My
Requests, click Request Again
for the request that you want to

copy.
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Oreit Waiting Approval iniited You can copy

from within an

General Information ) ) )
eXIStlng service

Request Status: Cancelled {By User)

1D: REQOO0D02100447 req uest’'s

Title: Bctive Directory (AD) Administration .

Submit Date: 1/14/2016 12:48:42 PM Req uest Detalls

revesed oy o stk dialog box, by

Requested For: Carri Stokes -y

Company: OCIO TTSM Services clicking Request

hone: 0

:rnail: ;?'rlli;if@:;tecagw Agal n 2
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