i California
i | DEPARTMENT OF TECHNOLOGY

Office of Technology Services

Service Request Fulfillment Training
How to Search Within SRM

Date: 12/22/15



Module Objectives

B Lesson 1: How to Search for Forms
B Lesson 2: How to Search for Your Own Service Requests

B Lesson 3: How to Search for your Department’s Service
Requests

B Lesson 4: How to Search for Someone Else’s Service
Requests
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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.

Other Services
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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.
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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.
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How to Search for Your Own Service Requests
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How to Search for Your Department’s Service
Requests
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Lesson 4
How to Search for Another Person’s Service
Requests
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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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How to Search for Another Person’s Service
Requests

On Baehalf Of Selection x

(kimerly @)

¥ entries returned - T entries matched

Name Emall Phone Slte Group
Kimberly Crabiree kimberly.crabireed@dis.ca.gov 1 916 431-5840 Rancho Cordova
Kimberly Glenn kimberly.glenn@dis.ca.gov 1916 228-6326 Rancho Cordova
Kimberly Swanson kimberly.swansong@dis.ca.gov 1916 431-4680 Rancho Cordova
Kimberly Poola kimberly.poola@state.ca.gov 1 916 657-9731 Rancho Cordova
Kimberly Reed kreed@sco.ca.gov 1916 319.8281 West Sacramento
Kimberly Van Vet kvanviie@dhs.ca.gov 1 916 928-8564 Sacramento
Kimberly Whitaker kimberly. whitaken@dts.ca.gov 1916 431-4249 Rancho Cordova

Select Cancel

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.
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How to Search for Another Person’s Service

Requests

(Requesting On Behalf Of Kimberly Glenn)

B~

(@) My Requests () All Requests
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Request ID:  REQOOOD02083073
Submitted: 8(25/2015 7:05:52 PM
For: Kimberly Glenn
Status: Closed

Request Again | Details

Remedy/ITSM Application Configuration
Request ID:  REQOO0002080424
Submitted: 8112015 9:52:15 AM
For: Kimberly Glenn

Status: Pending

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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