Request an Asset (employee perspective)

1. From an employee’s perspective, this is your desktop layout. Click Request Portal
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Quick Links

Request Portal
Request equipment, access o services that | need

Subimit a HelpDesk Ticket
View tickets which you have reported to the help desk team

Search KB

Browwse the knowledye base articles

2. Click the category or class of the asset you want to request. For examples, computers.
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Computer Consumables
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Laptops, Desktops, Servers,
Wirtual Machines, Chromebooks

Hardware

Printers, Manitors, Phota Copiers

Services

1T Services

USE Memary Sticks, Keyboards,
Mice, Toners, Cabling

Network Share

Hetworkcs shares which are
required by the business

Software

Software and Cloud Applications
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Email, Internet
and Network

Email Accounts, Reuters, Switches

Physical
Security

ID Badges, Electronic Key Cants,
Keys

Telecom

WoIP Phanes, iPhones, Android
Phones
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3. Choose the type of asset you want to request. For example, a Chromebook.
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4. This will open a form specifically for that asset type to fill out. Please fill out the form and
press close

7 Regquest New Asset: Chromebook

- Enterthe infarmation for the new requested asset.

Request Details

Required By Date: — Reguired By Time: ')

Return Date: ||

Finish Close

* This color indicates a required field




