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Lesson 1: How to Search for Forms 
Lesson 2: How to Search for Your Own Service Requests 
Lesson 3: How to Search for your Department’s Service 
Requests 
Lesson 4: How to Search for Someone Else’s Service 
Requests 
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Lesson 1 
How to Search for Forms 

 

When first logging into the SRM application, the amount 
of Categories to search through can seem overwhelming.  
You can simplify your efforts by using the Search field 
located above the list of categories.  
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Lesson 1 
How to Search for Forms 

 

The Search field enables users to find matching requests 
using the type-ahead functionality. When a user begins to 
type in the Search field, the application displays 
suggestions in a type-ahead list below the Search field.  

Search result 
window 
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Click the magnifying glass after selecting the keyword you 
want to search for. SRM will present a screen similar to the 
one above displaying services requests that match your 
keyword search. Click on the link to navigate to the SR.  

Lesson 1 
How to Search for Forms 
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To Search for your 
existing Service 
Requests by a keyword, 
click on the magnifying 
button located in the My 
Requests section to 
make the Search field 
visible. The screen 
shows the SRM 
application filtered the 
service requests to 
display on the keyword 
“Remedy”.   

Lesson 2 
How to Search for Your Own Service Requests 
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Lesson 3 
How to Search for Your Department’s Service 

Requests 
 

To Search for Service 
Requests by a keyword 
for your entire 
department, make sure 
you choose the option 
for All Requests. The 
screen shows the SRM 
application filtered the 
service requests to 
display on the keyword 
“Remedy” for the entire 
department.   
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Lesson 4 
How to Search for Another Person’s Service 

Requests 

To search for Service Requests for another employee 
within your department, click the Settings (gear) icon 
located at the top of the SRM Application Console Home 
page, then select On Behalf Of… 
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To find a specific user, enter the user’s name in the 
Search field and click the Search icon. Select the user 
from the search results and click Select. 

Lesson 4 
How to Search for Another Person’s Service 

Requests 
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Lesson 4 
How to Search for Another Person’s Service 

Requests 

The person’s name will now appear at the top of the 
screen as Requesting on Behalf Of, and the Service 
Requests listed under the My Requests section will now 
display their requests.  
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