Request a Service (Data Connection)

This guide provides step-by-step instructions on how to request a data connection. By
following these steps, users can easily navigate the process to submit a data drop
request and provide the necessary information for a successful submission.

1 Navigate to https://myitservices.doit.txst.edu/cc

2  Authenticate using your NetID and password.

Username

> Forgot your password?

> Need Help?

Password

Use of computer and network facilities owned or operated by Texas State University
requires prior authorization. Unauthorized access is prohibited. Usage may be
subject to security testing and monitoring, and affords no privacy guarantees or
expectations except as otherwise provided by applicable privacy laws. Abuse is
subject to criminal prosecution. Use of these facilities implies agreement to comply
with the policies of Texas State University.
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https://myitservices.doit.txst.edu/cc

3 Click "Services" within the "Shopping" Menu

Support  Shopping  Billing

Services
Welcome Reauest Tracking 1er Center
My Profile More Info My Services/Equipment
Username SEATER
User Role CustomerCenter, Guest,
Type Item ID «
Department Technology Resources

No services or equipment found

Account Details

Account Credit  Current 30 60 90 120+ To

Navns MNaun Naua Navs Da
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4  Click "Request" below the Data Connection option.

2. Data Connection

$250.00 / $0.00
Qty 1

+ Request
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5  Click "Create New Request"

2. Data Connection

$250.00 / $0.00
Qty 1

Create New Request
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6 Click "1 Saved Request" at the top right of the screen, which will open your cart.

Welcome

O Logout

3. Door Access Assessment

snon / Sn0n

Catalog Search

Sort Alpha: A-Z -

1—6of6items « 1 »

4. International Phone Pin

83500 / S0.0N

7 Ensure "Department" is noted for Who Owns This?

Select Requests

- Submit Selected Requests

@ Request3 s

Urgency:

Low -

Account:

D
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Services (

Who Owns This?: Owner:
Department - Jeol
Description:

Person
Department
| can't find



8 Click on the magnifying glass in the "Owner" field to view the Departments
associated with your account.

- Submit Selected Requests Search Requests

Who Owns This?: Qwner:
Department - o
Description:

(1)

1: Add 2. Data Connection

9  Select the Department associated with the request.

Selected Rer—~~*~ e
Select a Department

E':Bea'mh or Filter the Grid Data Q | v Show Filters
Code + Name Billing Group Default GLA C
1200000000 VP for Information Technology Faculty and Staff
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10 Click "Ok"

Welcome ® Logout

“ —
X I

QI S Show Filters & Ok (@) Cancel

Billing Group Default GLA Default SLA D

logy Faculty and Staff

pated Date: June 6th, 2024 @I

11 Click on the magnifying glass within the "Account" field to view the Accounts
(Funds/Cost Centers) associated with your account.

@ Request3 4

Urgency: Who Owns This?: Owner:

Low v Department v £ 1200000000: VP for Information Techr
Account: Description:

p

Services (1)

A . 1:Add 2. Data Connection

&3 Drag Your Attachment Here or Click to upload
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12  Select the specific account you would like to use from the available listing.

Select a Charge Account

- Submit Selected Requests

Spee... * Description GLA Full Code
VA FOR INFO... 2022001024 > 12...
VP For Inform... 4203291000 > 12...
VP For Inform... 2000011024 > 120...

VP For Inform... 4700431000 > 12...

VP For Inform... 4201361000 > 12...

Who Owns This?: VP For Inform... 2000021000 > 12...
D - . VP For Inform... 4311691000 > 120...
epartmen
VP For Inform... 4701351000 > 12...
13 Click "ok"

Welcome

X

. Showin

=242
»12...
o T 20

{12 Created Date: June 6th, 2024

>12...

=12..
>120...

a2
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14 Click the "Description:" field. Enter any additional information you would like to
provide to the technician. This can include the specific location of the data drop
(with building and room) and the name of the contact person.

t3 ¢
Who Owns This?: Owner:
Department - £1200000000: VP for Information Technology

Description:

1000000 > 0000000000 > 0000000000

1: Add 2. Data Connection

—
S

& Drag Your Attachment Here or Click to upload

© 2024 PCR,Inc. All Rights Reserved.

15 If attachments are helpful to your request, you can click to upload them here. This
may include a floor diagram or additional information. Skip this step if it is
unnecessary.

s This?: Owner:

ent = £1200000000: VP for Information Technology
Description:

J000000000 > 0000000000 Data Drop Request for Room JCK 940 the Northwest wall

dd 2. Data Connection

& Drag Your Attachment Here or Click to upload
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16 The request can be renamed, which is helpful for tracking purposes. Click the
pencil and then type over the current request name to edit.

Support  Shopping  Billing

Select Requests i Submit Selected Requests

@ Request3 s

Edit Request Name

Urgency: Who Owns This?: Owner:
Low - Department - £1200000000: VF
Account: Description:
~2022001024 > 1200000000 > 0000000000 > 0000000000 Data Drop Request
L e

More than one request can be in your cart. When you are ready to submit a
specific request, Click the checkbox next to the name of that request. If you would
like to submit multiple requests from your cart, select the checkbox next to each
request.

17

Support  Shopping  Billing

Select Requests o Submit Selected Requests

B Data Drop for Sally Smith

Urgency: Who Owns This?: Owner:
Low - Department - £1200000000: VF
Account: Description:
£2022001024 > 1200000000 > 0000000000 > 0000000000 Data Drop Request

CAaviriana 1)
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18 Click "Submit Selected Requests"

pport  Shopping  Billing

Select Requests >: Submit Selected Requests

Data Drop for Sally Smith-TEST

Urgency: Who Owns This?: Owner:
Low v Department ¥ £1200000000: VP for li
Account: Description:
£2022001024 > 1200000000 > 0000000000 > 0000000000 Data Drop Request for R
19 Click "Ok"

Submit Requests

Are you sure you want to Submit the Selected Requests?
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20 Confirmation Shown with the Service Request Number (SR).

Your Order Has Been Placed

Submitted Requests

SR202400170

Owner: VP for Information Technology Submitted: June 7th, 2024
Billing Account: 2022001024 > 1200000000 > 0000000000 > Status: Pending
0000000000

Add
2. Data Connection

Owner: 1200000000: VP for Information Technolog
Billing Account: 2022001024 > 1200000000 > 000t
Reference: Not Specified
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