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Module Objectives

B Lesson 1: Creating a Service Request “On Behalf of”
another person

B Lesson 2: Reporting using “On Behalf Of”



Lesson 1
Creating a Service Request “On Behalf of”
another person

You can submit requests on
behalf of users if your
administrator has granted
yOou access.

[ T 1-40f51

Remedy/ITSM Applicabon Configuration
Request ID:  REQOO0002099751
Submitted: 12/16/2015 2:49:24 PM
For: Carri Stokes

Status: Cancelled

Request Again | Details

To submit a request on
behalf of another user, click
the Settings icon at the top
right of the SRM Application

Remedy/TTSM Application Configuration
Console, then select On SERE o
Behalf Of.... Fo: ~ Com Stokes

Request Again | Details
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Lesson 1
Creating a Service Request “On Behalf of”
another person
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Name Email Phone Site Group
Clga Padilla-Abad oloa. padillz-abad@dtz cac 1916 431-4054  Ranche Cordova
Olga Boyarkan olga. boyarkini@siate ca.go 1 916 431-46564  Rancho Cordova

/

Select | Cancel |

You may click the Search icon to find all the users on
whose behalf you are permitted to submit requests. To
find a specific user, enter the user’s name in the Search
fleld and click the Search icon. Select the user from the
search results and click Select.



Lesson 1
Creating a Service Request “On Behalf of”
another person

Request Service (Requesting On Behalf Of Olga Padilla-Abad)
l-_- § - , L 1 1] L 111
L : (-- Popular ' Browse )

All Categories

Dept of Technology Employee Services Sub-Categories »
Infrastructure Services

Software Services

"
'@' Network Services
¥
i Email /Mobile Services

The Requesting On Behalf Of label shows on top of the
SRM application console. From this point onwards, any
service requests created by you will be on behalf of the

user you have chosen, until you perform the action of
Back to Myself.



Lesson 1
Creating a Service Request “On Behalf of”
another person

After you complete the form
submission, you can click
Back to Myself from the
Settings menu bar to return
the system to its normal
State.

Request ID:  REQOD00020444932
Submitted: 2/9/2015 1:20:51 PM
For: gz Padilla-aAbad
Status: Closed

Deiails

SharePoint Sites and Maintenance
Fequest ID: REQOOO00205984.2
Submitted: 1/13/2015 3:47:07 PM
For: gz Padilla-aAbad
Status: Closed

Request Again | Details




Lesson 1
Creating a Service Request “On Behalf of”
another person

#TERY L California
ii:7:1 ] DEPARTMENT OF TECHNOLOGY

Professional Services - Intemal (new)

Requested By  [Cam Stokes Phone  [1 916 431-4052
Requested For |Carri5t{:|kes Email |cami.stokes@state ca.gov

Required Completion | E \
Attachments: D C _

¥ @) Instructions

Billing Prefix * |

Account Code

Approver * |

| -
Second Approver * | | -
| -

Third Approver * |

The Service Request form also enables a one time
submission of a request on behalf of another user.
On the Service Request form, click Edit to modify the
Requested For field.



Lesson 1
Creating a Service Request “On Behalf of”
another person

Professional Services - Intemal (new)
Requested By |Can'i Stokes
Requested For |Can‘i Stokes

2uone  [1916431-4052 Save |

3l [cami.stokesi@state.ca.gov

TN

Required Completion |

¥ @) Instructions .
Billing Prefix * |. | -
Account Code
Approver * |_ | -
Second Approver * |_ | -
Third Approver * |_ | -

Once the field is unlocked, click the On Behalf Of
Request button located next to the Requested For
field.



Lesson 1
Creating a Service Request “On Behalf of”
another person

A Popup menu Professional Services - Intemal (new)

appears, Requested By Cﬂﬁﬂﬂm F"I'u:ne 191_543141152 ' Save|

here you Requested For  |Cam Stokes @ Email cam.stokes@state ca.gov |
W

Required Completion ' | "
would enter 3 1
y Attachments: 093
the UsSers ¥ @ Instructions 2 enfries retumed - 2 entnes matched 1
' Name —— Email e Grou

name In the Billing Prefix = (Olga Padilla-Abad Iga.adilla—ahad@dts.ca.g%
Search fleld Aecourt Code Olga Boyarkin olga boyarkin®@state.ca.go 1916 431-4654  Rancho Cordova

nd click th Approver *
and ¢ c_ e o *
Search icon. rhied Aoprover *
Select the user  ooyouvishio eede /
from the permtin £ 1
search results
and click

Select. 2



Lesson 1
Creating a Service Request “On Behalf of”
another person
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Requested By |Carri Stokes ,
Requested For |Olga Padilla-Abad

FRequired Completion [

1916 431-4054 e
miail olga. pedilla-abad@dts ca.gov

¥ @ Instructions ~
Billing Prefix | | -
Account Code
Approver * | | -
Second Approver * | | —
Third Approver * | | —

The Service Request form is now updated to display
the person’s name that you selected in the
Requested For field.
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Lesson 2
Reporting using ‘On Behalf Of’

To run a report on
behalf of another
employee with your
department, click the
Settings icon located
at the top of the SRF
Application Console
Home page, then

select On Behalf Of...

[ T 1-40f51

Remedy/ITSM Applicabon Configuration
Request ID:  REQOO0002099751
Submitted: 12/16/2015 2:49:24 PM
For: Carri Stokes

Status: Cancelled

Request Again | Details

Remedy/ITSM Application Configuration
Request ID:  REQOOO002087591
Submitted: 9172015 3:38:41 PM
For: Carri Stokes

Status: Closad

Request Again | Details

OTech Projects support grp CRG not...
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Reporting using ‘On Behalf Of’

Lesson 2

On Behalf Of Selection

f::bimharly

@)

| Name

Kimberly Crabirea
Kimberly Glenn
Kimberly Swanson
Kimberly Poola
Kimbery Reed
Kimberly Van Vet
Kimberly Whitaker

T entries returned - 7 entries matched

Emall Phone

kimberly.crabireed@dis.ca.gov_1 816 431-5840
kimberly.glenn@dts.ca.gov 1916 228-6326
kimberly.swansong@dis.ca.gov 1916 431-4680
kimberly.pooleg@state.ca.gov 1 916 657-9731
kreedi@sco.ca.gov 1916 319.8281
kvanviie@dhs.ca.gov 1 916 928-8564
kimberly. whitaken@dts.ca.gov 1 916 431-4249

Slte Group
Rancho Cordova
Rancho Cordova
Rancho Cordova
Rancho Cordova
West Sacramento
Sacramento
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.

12




Lesson 2
Reporting using ‘On Behalf Of’
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Show |4 - /

2 aof 2 results Refresh

I Iy Saﬂme Hequesl LIStII'Ig Hepnrt all service requ&nts fn:ur lhe spec:ﬁed H-Bmested F-u:nr' I:lasa: fn:urmat surtable f{:r exporting

Once you return to the Service Request Reports
Console, notice how the system now displays the other
person’s name in the top right. Any reports you run will
now display data for this specific person until you set
yourself back to being the user.
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Lesson 2

Reporting using ‘On Behalf Of’

al T4 v|r) 1-40f156

Needs upgrade to Java

Request ID:  REQOOO002083670
Submitted: Bf28/2015 12:42:19 PM
For: Kimberly Glenn

Status: Closad

Remedy/TTSM Application Conhguration
Request ID:  REQOOO002083073
Submitted: Bf25/2015 7:05:52 FM
For: Kimberly Glenn

Status: Closed

Request Again | Details

To set the system back to
yourself, click the Settings
(gear) icon located at the
top of the SRM Application
Console Home page, then
select Back to Myself.
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