
Annual Billing Corrections in Agiloft 

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

 

 

 

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

 

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. 
 

 

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: 
 

  



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. 

 

• To select the Device entered in the search under the Configuration Items, click on 

the back arrow.  

 

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

information possible. 

  



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 

1. Enter Phone Extension in field. 

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

much information possible. 

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. 

 

--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. 

 

 

 
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: 
 

 



 

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. 

 

 

 

 

 

• To select the Device entered in the search under the Configuration Items, click on the 

back arrow.  

 

 

 

 

 

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

information possible. 

 

 
  



 

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 

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.  

 

 

 

 

 

 

 

 

 

 

 

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

--END OF ADVANCED USER WORKFLOW-- 


