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Entering a Service Request using Self-Service

1. From the home page select a tile that pertains to your service request. In this
example we will select Accounts and Access.

Welcome to the Self Service Portal

Accounts and
Access

Broad service disruptions °

Docusign is unavailable

Docusign is unavailable at this time. The
vendor is working on the issue at
Banner is unavailable

Emaill and Network and WIFI Phones, Banner is unavailable
Collaboration Connectivity Volcemail, and
CATV

.‘ network is unavailable
network is unavailable

Research and HPC 3 Teaching and
Software Learning

Website Access
and Support
—

2. From the list of available options, choose the appropriate tile. In this example
Request Sponsored Account is selected.

HOME > ACCOUNTS AND ACCESS

Accounts and Access

Display/Preferred Account Name
l Change the way your name Is displayed when
E you send e-mail
How do | change my UofM password?
Ways to request a password change

How do I initialize my UofM account?

Request Sponsored Account

How to get a sponsored account with the
UofM?

Username Change Request

Request to change your username (UUID)

wa

Help with initializing account and account code
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3. A) An explanation of what a sponsored account is and a description of each
type of sponsored account is on the left side. B) On the right side is a list of the
service request forms required.

HOME > ACCOUNTS AND ACCESS > REQUE

Request Sponsored Account

How 1o get a sponsored account with the UofM?

Auditor

Continuing Education 4
RLETPRYES S . : Dual Enroliment >
The following categories are avenlobie for sponsaned accounts
Extended Access for Adjunct Faculty >
Auditor: Auditors from the state, federal, or other offices (Le. TSAC auditoes) needing access to UofM

resources.

Continuing Education: Students enrolied in a Continuing Education cours

Dual Enroliment: N
Fresnman Comp we

Iitary employees who perform tasks sim

Temporary Empioyees (not pakd by UofM): Temp

Services (i)

) by the U

UT Blo-Med: Students and faculty in the joint UT Bio-Med/UoIM prograe

Vendor: Vendars need

Volunteer: Volunteers needing acoess to U

Wiksen Hotel: €

4. A) Fill out the required fields, then B) click Submit. Note: If you would like to
add an attachment click Attach File.

OME 3 ACCOUNTS AN

SORED ACCOUNT 3 GU

Guest Faculty

Guest faculty who are not paid by the UsfM But need access to UofM ressurces (i.e.
Desiredloarn).

How do | reqwest 3 sponsored account)

How 9o request  guest account?

Caller

e

1 o a granst at the Unkversity, can | use the
wirthess networ?

Beorn (Caer What can | #ccess wsiag e uest oetwork?

What is an Account Cede?

How do | request 2 My Mediasise account?

Client 15 a foemer employee / faculty ane
W T 10 Rivow Now 0 thew emad

What is Mewherter Library's Makey for
Guest Computer Access?

What are Uhe user foles for ety within
eCourseware?

What cptkons are availaiie 1o faculty for
emaing their dasses?
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5. An email will be sent to you verifying that the ticket has been submitted and
that the incident is registered.

Registration of incident 11805-0533

edu edu:

University of Memphis, Service Desk 11805-0533

Important: Do not change the subject line while replying
Hello
Your incident has been registered as incident 11805-0533.
Details

Client Name:
Client Phone Number: (301) 678-

Client E-mail: @memphis.edu
Incident Description: Guest faculty sponsored account request
Category: Account

Open Date: 5/16/2018 03:27 PM
Respond By Date: 5/22/2018 03:27 PM
Priority: Low

You can view this incident in the Self Service Portal: 11805-0533

umhelpdesk.memphis.edu | umtech@memphis.edu | 1.901.678.8888 | 100 Administration Building, Memphis, TN 38152-3370 (map)




