UIW Computer Ordering
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Start by opening your web browser and type
o "help.uiw.edu" in the address bar.

Once you are on the main Help Desk page, if
"Request a service" does not appear, click on the
e "Login" icon in the upper-right portion of the page,
then sign in with Cardinal Apps on the next screen.
Once you can see "Request a service" on this
page, click there.

Home * Service Catalog

[ Service Catalog

- Raise a request for a new device, software or service

All Service ltems » ALL SERVICE ITEMS

Facilities Management / E

IT Request FOrMSs e

Add or Move a networ...
Request form to add or
relocate network

$200.00

T Request Forms
Safety and RisK

Electrical Service R...

r‘n * Power issues, light bulbs,
etc.

3 Choose "IT Request Forms" from
" the left-hand menu.

Vehicle Maintenance

UIW LATAM

Add or Move a nefwor. New Computer Request... Mew Computer Request
Request form to add or n Order 3 Apple Computes Order a Windaws PC
relocate netwiork Computer

520000 h

New Computer Request - Apple Computer

Order an Apple Computer

Make a selection between Apple and
PC based on your preference and
open the corresponding form.

Mew Computer Request - Apple Computer

Fonplac ement Computes”.
cnbes s regues
I
Trarascrin Type
evwise approved by the IT team.
s wrktaticn syl liaied below,

Once you are on the desired form,
e the first field is "Transaction Type".
Select "New Employee Computer”,
"New Department Computer”,
"Refresh Computer" or
"Replacement Computer”,
whichever is more applicable.
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UIW Computer Ordering, continued

Approving Supervisor (budget oweer) *

Transaction Type*

[ Please anter 2 or more characters

Requesied For (i ot el |

Please enter 2 or more characters

Classification {Fac/StfAdm)

Approwving Supervisor (budget owner) *

Sehool o Dapartemant* | Please enter 2 or more characters v
€.9. MSE, CHASS, SOM, et . .
Academic Area Requested For (if not self)
&.g. Chemistry, English, CASE, ete. r
e Lot | Please enter 2 or more characters ~

User Classification (Fac/Stf/Adm)*

If you are requesting the computer
for someone other than yourself,
their information is placed in the
"Requested For (if not self)" box.

Unit Mesdad By L

Continue filling out the form. Please note,
e the person selected in "Approving

Supervisor” (required) will need to o

provide an approval of your order before

it will be sent to the IT team.

** Please contact your department or School
admin if you need direction on the individual to
place in the "Approving Supervisor" field.

Unit Needed By T —

DD-MM-YYYY Academic Area

&.g. Chemistry, English, CASE, etc

Specific Software Needed

Office Location *

Do you need any specialty software tools for your position? [ 12¢] ]
Preinstalled -ations cally: Microsoft Office
rence Center/126
Suite / Adobe C ation Manager / Adobe « N
F.L""_.bal Pro. P Cardinal Village Portables/126

GB-Gorman Business and Education Center/126

Special Instructions or Notes JB-Joyce Building/126

Anything else you need IT to know about this request? NB-Nursing Bullding/126

AR T e .
d ' Anything else you need IT to know about this request?
If needed, for@agitional context vou sesgsubmit a screenshot or other docume
#attach a file (File size < 40 MB) “
g Ifthe person you are requesting a In the "Office Location" field, begin typing
-~ computer for does not have an active your room# to see the pre-populated
email (in new hire situations usually), you values to select from and choose the
may still proceed, but will skip this field appropriate value.
and instead type the name of the
individual in the "Special Instructions..." If your office or room# does not appear,
field. select the appropriate BUILDING, and then
~*Please note, the IT team will be unable to put your office or roo'r‘n# in the "Special
install the new computer until the user account Instructions or Notes" field.

has been set up.

Created by crnelso2 | Thursday, April 28, 2022



UIW Computer Ordering, continued

@ If you have special notes or
requests, please place them in the
"Special Instructions..." field, and
then scroll to the bottom of the
page, and click "Place Request"” in
the bottom-right corner.

Items Requested

.......

Ignore

@

Ignore the "Request for someone
else" check box, and click
"Confirm" at the bottom.
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UIW Computer Ordering, continued.
E-mail notifications to expect

P searcn

1 Help  Acrobat
L P- & % — | Hf sharetoTeams [ Markurread 88 - - L rind | 5k~ | Q zoom | [l Reply with Mesting Poll <=

Dear Christopher Nelson, > | sharetoTeams =[] MarkUnread S~ - O rnd  ¥%- O zoom [EH Reply with Meeting Poll | ==
&

We would like to acknowlede

A support representative will

Request Summary

New Computer Request - |
Help  Acrobat

Start your reply all withe Apg
To view the status of the tick|
hitps/fhelpuiw.eduhelpdes
S | Hi Christopher Nelson,
Thank for your patience,
o A new Senvice Request has |

€ % = @ sharetoteams | 7] MarkUnread B8~ R - Ofnd  §%-  Q Zoom | [E Reply with Meeting Poll | -+

Rep % Reply All d il
Sincerely.
University of the Incamate W Request Summary I
Christopher Nelson's Refry
Manage your requasts on o Saart your reply all withe | Thank you
Requester: Christopher Nel =
Priority: Medium Hello Christopher Nelson,
[ Status: Open
For Approval Link click herq
To see the complete reques hittps://help.uiw.ed ickets/14850
Regards, Please be advised that your New Computer Request - Apple Computer has been approved by Christopher Nelson. We will now forward your request to our asset manager for final

University of the Incamate | approval.

If you have questions in the meantime, please contact Chris Nelson at crnelso? @uistxedu,
L —

Best,

UIW Help Desk

eAs soon as you complete the order e The second email shown above is
form, the first email you will receive what the "Approving Supervisor

Is a confirmation on the ticket being (budget owner)" will receive when
opened. At the same time you are the request is submitted. They will
receiving this email, the approval need to click on the "For Approval
email is sent to the approver. Link click here", and then will need

to sign into the Help Desk system
Once the supervisory approval has usmg"the T'S|gn In with Cardinal
been completed, you will receive a Apps" option.

notice from the system advising you
that the request is moving along.
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UIW Computer Ordering, continued.
E-mail notifications to expect

L 4 B8~ | 5 % = o sharetoTeams | 7] MarkUnread S5~ f - SO fnd  §%- Q Zoom [ Reply with Meeting Poll | =++
e

. & Repiy Al | —3 "
University of the Incaate Weed chaloderl ol ey e enicn o Fiepiy ) Regly forward i
To @ Nelson, Christof= ] t Oreh P Search
(D) ¥ there are problem i ™
Start Py all with at o )
y € re to Teams | [ rk Unread I ~ - i %~ som wi ating Poll | =++
o5 % 2 Share to T £ MarkUnread B8~ [ Find L z Ry ith Meeting Poll
&

Hello, Christopher Nelson,
Equipment Ordered: Christopher Nelson's Refresh Computer Request

> Reply | %) Reply ard
University of 3 Reply ) Reply Al Forward [+
hittps://help uiw edu/helpdesk T P Semch
@
Please be advised that our col Help  Acrobat
o % 5  Efff shaetoeams [ markunread 5~ M - DOrind | 5%~ O zoom [El reply with meeting Poll | =+
L w

You will receive separate notif
Hello, Christapher Melsan,

Should you have questions in Computer Order Update: Christopher Nelson's Refresh Computer Request

University of the Incamate Word <helpdesk@uiw freshservice.com>
© Natson, Christophar R

Best,
Please be advised that the eq (D) here are problems wih how tis message is dsplaped, ek hare 1o view & n 3 wab beomser

UIW Help Desk is Wed, 1 Jun, 2022. This is su
Hello Christopher Nelson,

Whan the edqui is recedy hitp: kits/14858

get the computer to you, eith

I
Please be advised that the computer that you ordered is in stock and is staged for our team to prepare it for use.

In the meantime, should you| Cnce the unit is picked up, you will receive a notification from our team. From here, you will receive notices when the unit i in prep and then again when it is ready to go. Please allow a
few business days for the unit to be made ready.

| Once prepared, we will either set this up directly in your office or have you pick the unit up from the Help Desk, whichever is more applicable and convenient for you.

Thank you for your patience while the equipment was processed. Should you have any questions o concerns, please feel free to contact me.

Sincerely,

Chris Nelson

e

Once the IT team has reviewed When the equipment has been
your request, you will be notified ordered you will receive another

that we are progressing with the notice confirming that the
order. equipment is officially on order with

the vendor.

6 Upon receipt of the equipment, it is
staged in the IT warehouse for the

team to prepare the unit for use.
This notice lets you know we've
received and have the item in
queue for preparation.

Created by crnelso2 | Thursday, April 28, 2022



UIW Computer Ordering, continued.
E-mail notifications to expect

2] iter Request - Message (HTML)  [ESSSIEESPREH
m 2| » ) Share to Teams | (7] Mark Unread [~ - Fin A Zoom Reply with Meeting Pol
1 B “© - h 52 Mark d BE ind %% ith Meeting Poll
[ w
Picked up for Imaging: Christopher Nelson's Refresh Computer Request
y | % Replyan | = i
@ University of the Incamate Word <helpdesk@uiw.freshservice.com> eply > Reply Al i ai
To @ Nelson, Christo)
P - £ search
(1) # there are prothems with how thi
ge  Help  Acrobat
Start your reply all with: | Great
: & % 5 @ sharetoTeams [ MarkuUnread BE- B - O rind 5%~ | Q zoom  [EE Reply with Meeting Poll
Hello Christopher Nelson, L""
y
hitpsy//helpuiw.edu/helpdesk] Ready for Deployment: Christopher Nelson's Refresh Computer Request
= Ret & Fol
We're pleased to advise that t University of the Incarnate Word <helpdesk@uiw.freshservice.com> ) Reply D Reply Al 7 Ferward 3
eompletad, we wal raach out To @ Nelson, Christopher Rt 27/2022 81
(V) there are prablems with how this message is displayed, click here 1o view it in 3 web browser
Hella Christapher Nelson,
Should you have questions in
2121). hittps://help.uiw.edu/helpdesk tickets/ 14858
Your computer is now ready to be set up in your area/office.
Best Regards,
UIW Help Desk Please be so kind as dick on the following link to access our scheduling page:
https:/foutiook.officed65.com/oway/c UIWComputerOr tupsi@studer wte onmicrosoft.com/bookings/.
- - On this page. you will need to select the service which corresponds to your office location, for example SOPT, or FSOP. You will then see the available times for your location. The
]
appointment times are in hour blacks, and although many times this is done in 30 minutes or so, we would ask that you plan for the entire hour to be safe.
Prior to the scheduled appointment, please take a moment to ensure that your files are backed up to OneDrive to ease the transition. If you have questions or need help on this, please
contact the Help Desk (210-829-2721 / helpdesk@uiwtxedu / UIW Help Desk Website).
.‘JTJ-"__ [} an i mn L 1 ]. '.'

The next email notice provides
confirmation that the computer has
been picked up by our team for
Imaging. This is the step where the
programs are loaded onto the unit
and final preparations are made.

The last email in the process
advises you that the unit is now
ready to be installed and gives
initial instructions on the scheduling
system.

0

You should click through on the
provided hyperlink to be directed to
the scheduling page. It is important
that you choose the "service" that
corresponds to your campus, so
that you will be presented with the
correct appointment times.
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