Annual Billing Corrections in Agiloft

Visit https://itsm.wtamu.edu (must be on campus or connected to VPN):

Information Technology
WEST TEXAS A&M UNIVERSITY.

INFORMATION RESOURCES
ACCESS POLICY.

This computer system i the property of West Texas A&M University. Only
autherized users may login to this computer system. Allunautnorized use Is
strictly prohibited and subject to local, state, and/or federal laws. Therefore, this
system is subject to security testing and monitoring. Misuse is subject to criminal
prosecution

Iryou proceed to log into this system, you acknowledge compiiance with all
related TAMU System Security Standards and University Security Controls

located af htips:/Awww. wtamu edulrules/ . There should be no expectation of
privacy except as atherwise provided by applicable privacy laws

Use the link below and sign in with your WTAMU
credentials to use the Agiloft system.

Login to Agiloft via CAS

Choose ‘Login to Agiloft via CAS'. Sign in normally via WTAMU Single Sign-On:
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WTAMU Login Please Remember

) Never share your WTAMU passwords with anyone via email, including us!
More about phishing...

WTAMU User Name:
|

Always ve

) For security reasons, please Log Out and Exit your web browser when you

that the address bar appears as below before you login.

540 hetps:/login.weamu.edufcas/login?service=https?

Password:

g services that
War e Iogging me i
Ifyou need assistance, please contact the Information Technology Service
Center (Help Desk) at: 806-651-4357 or itsc@wtamu.edu; in case of

emergency or network outage, please call the I after hours support number
D WestTexas AsM €50 at: 806-316-9037.

INFORMATION RESOURCES ACCESS POLICY. This
logi

You will land on 1 of 2 different pages, depending on if you also use Agiloft for advanced functions,
such as approving Change Requests, or approving Texas Administrative Code 213 Exceptions.


https://itsm.wtamu.edu/

Basic User Workflow

If you see a screen similar to the one below, continue on through the instructions in order. If not, skip to the
Advanced User Workflow below.

User: bbuffalo | Logout

Home New Request New Incident My Requests My Incidents My TAC213 Exception Requests My Project Requests My Billing Corrections

Search:

® Requests

Quick Links:
) Employees
Welcome to the WTAMU Agiloft System © Mo Emploges

= Employee Department Transfer
As an end user, you can create service requests, incidents, and review your items. Use the toolbar above to create a new request, or to view previously submitted requests. « Office Change Request (Staying in same
Department)
Submit Service Request Submit Incident Request :
4 4 Networking/Telephone
Submit a new Service Request Submit a new Incident Request
« Network Drop Request
= Network Cable Request
« Telephone Install
. . = Telephone Conversion
My Service Requests My Incidents + Relocate Telephone Fxtension
View your previously submitted service requests View your previously submitted incidents » Disconnect Telephone Extension
Accessibility
« Texas Administrative Code 213 Exception
Request

Billing Corrections

= Billing_Correction

Projects

* Projsct Request

Powered by Agiloft

—

From the home page above, click on Billing Corrections on the right-hand Quick Links menu. You will be
taken to a form to complete:

User: bbuffalo | Logout

Home New Request New Incident My Requests My Incidents My TAC213 Exception Requests My Project Requests My Billing Corrections

Submit a Billing Correction

Save~) Cancel~) Billing Corrections

ID: 218

Billing Change

0

ollapse A
~ Contact Details
Created By: Bucky Buffalo

Phone: 651-xxxX Email: mreagan@mail.wtamu.edu

Correction For: Choose one




Choose from the drop-down menu which the correction is for:
> Device
1. Enter the WT ID or click on © to search.
« Enter WT number in field; click Go.

| Look Up Conﬁguration Item
Search again: © @ Advanced Search

[T string [] Context

Search in the Configuration Item table and its subtables:

@ CI Tag () All text fields
() All linked fields

» To select the Device entered in the search under the Configuration Items, click on
the back arrow.

Configuration Items

Configuration Items

Status: 1 record(s) found, 1 page(s) Click for details....

(®)(7 45696 WT112658 Desktop Computer Installed

2. Select the Type of Change for Device from the drop-down menu and include as much
information possible.

G

Home New Request New Incident My Requests My Incidents My TAC21

Submit a Billing Correction

Save~) Cancel~) Billing Corrections

ID: 218

Billing Change
Caollapse All

~ Contact Details

Created By: Bucky Buffalo

Phone: 651-xxxx Email: mreagan@mail.wtamu.edu

Correction For: Device -

w Enter the Device WT ID or Phone Extension below {numbers only):

WT ID: 112658 O Name: WT112658
Model: Optiplex 7090

Dept Name: Telecommunication Services Dept Number: 11-0785004-62
User: Ashley Gardner Location: CCTR-103
Maint. Cost: $40 Network Cost:  $10
|\F{£uested Changes

Type of Change for Device:( Choose cne > -

Device Change Notes:




3. Press Save at the top left corner to ensure your request is processed. You're all done! You
will receive an email confirmation from Agiloft soon.

> Phone

v

Home New Request New Incident My Requests My Incidents

Submit a Billing Correction

Cancelv} Billing Corrections
ID: 218

Billing Change

Collapse All

’mct Details

Created By: Bucky Buffalo

Phone: 651-xXxXxXX Email: mreagan@mail.wkamu.edu
Correction For: Device -

Enter Phone Extension in field.

Select the Type of Change for Device from the drop-down menu and include as
much information possible.

Press Save at the top left corner to ensure your request is processed.

Home New Request New Incident

My Requests My Incidents

My TAC21:

Submit a Billing Correction

Cancelv} Billing Corrections
ID: 218

Billing Change

Collapse All

lmct Details

Created By: Bucky Buffalo

Phone: 651-XXXX Email: mreagan@mail.wtamu.edu
Correction For: Phone -

|\ Enter the Device WT ID or Phone Extension below (numbers only):

Phone Extension: ( )

|\ BRequested Changes

Type of Change for Phone: @ -

Phone Change Notes:

You're all done! You will receive an email confirmation from Agiloft soon.

--END OF BASIC USER WORKFLOW--



Advanced User Workflow

If you see a screen similar to the one below, continue on through the instructions in order.

A Home End User Home Page
Senvice Catalog Quick Links
) . Employees
Wig My Assigned Welcome to the Service Catalog © New Employee Request
N . . . D Emj epartment Transfer
w Last Opened Please select from the available services listed under the Quick Links. © Office Change Request

Networking/Telephone

3 Network Drop Request

© Network Cable Request

D Telephone Install
Billing Corrections © Telephone Conversion

D Relocate Telephone Extension

© Disconnect Telephone Extension
Accessibilit
Texas Administrative Code 213 Exception Request

~ Tables

People

Departments

Proje

Senvice Requests
© Project Request

Incidents

Problems.

Change Requests
Configuration Items © Create a Service Request
Projects

Tasks

TAC213 Exception Requests

Documents

Surveys

Teams

[F wramU Locations

[] catendar

Messaging

Expand the ‘Tables’ menu at the bottom of the left-hand tree, if it is not already. Do this by clicking on the
Plus sign icon to the right of Tables.

Scroll down and select the ‘Billing Corrections’ table by clicking on ‘Billing Corrections’. Click on ‘New' to
create a new Correction Request.

You will be taken to the Billing Correction Form:

save~)(cancer~) i ) [ Billing Corrections &

D 216
Date Created Nov 09 2021 09:55

EIr R Tasks Communications

Collapse Al

Contact Details
Created By Ashley Gardner
Phone 8066512165 Ermil agardner@wtamu edu
Gorrection For
IT Staff Only
Correction Completed? No -

Correction Notes



Choose from the drop-down menu if the correction is for:

> Device
1. Enter the WT ID or click on © to search.
« Enter WT number in field; click Go.

Loek Up Configuration ltem

Search again: ( Go Advanced Search

(O string LT Contex

Search in the Configuration Item table and its subtables

@ ClTag O Alltext fields
O Alllinked fields

Clear Field and Close

« To select the Device entered in the search under the Configuration Items, click on the
back arrow.

Configuration ltems

L1 Configuration Items

Status: 1 record(s) found, 1 page(s) Click for details. .
View ClTag Cl Type Model Location Cl Name User
@ O 112658 Desktop Computer  Optiplex 7090 CCTR-103 WT112658  Ashley Gardner

2. Select the Type of Change for Device from the drop-down menu and include as much
information possible.

save~) Cancel~)| i | l;i Billing Corrections

D 217
Date Created Nov 09 2021 11:11

ENLMLEeELGEY Tasks  Communications

Collapse All
w Contact Details

Created By Ashley Gardner
Phone 8066512165 Email agardner@wtamu.edu
Correction For Device -

w Enter the Device WT ID or Phone Extension below {numbers only):

WTID 112658 O Name WT112658
Madel Optiplex 7090

Dept Name Telecommunication Services Dept Number  11-0755004-62
User Ashley Gardner Location CCTR-103
Maint. Cost 540 Network Cost ~ $10

+ Requested Changes

Type of Change for Device -

Device Change Notes



3. Press Save at the top left corner to ensure your request is processed. You're all
done! You will receive an email confirmation from Agiloft soon.

_Cancelvj _i) JB Biling Corrections

ID 217
Date Created Nov 09 2021 11:11

Lo LN Tasks Communications

Collapse All
w Contact Details

Created By Ashley Gardner
Phone 8066512165 Email agardner@wtamu.edu
Correction For Device -

> Phone
4. Enter Phone Extension in field.
5. Select the Type of Change for Device from the drop-down menu and include as
much information possible.
6. Press Save at the top left corner to ensure your request is processed.

_Cancelvj i) ].'i Billing Corrections

D 217
Date Created | Nov 09 2021 11:11

EIMOEeENGTEY Tasks Communications

Collapse All
« Contact Details

Created By Ashley Gardner
Phone 8066512165 Email agardner@wtamu edu
Correction For Phane -

w Enter the Device WT ID or Phone Extension below (numbers only):
Phone Extension

~ Requested Changes

Type of Change for Phons .

Phone Change Notes

You're all done! You will receive an email confirmation from Agiloft soon.

--END OF ADVANCED USER WORKFLOW--



