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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.

https://myitservices.doit.txst.edu/cc
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3 Click "Services" within the "Shopping" Menu
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4 Click "Request" below the Data Connection option.
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5 Click "Create New Request"
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6 Click "1 Saved Request" at the top right of the screen, which will open your cart.

7 Ensure "Department" is noted for Who Owns This?
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8 Click on the magnifying glass in the "Owner" field to view the Departments
associated with your account.

9 Select the Department associated with the request.
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10 Click "Ok"

11 Click on the magnifying glass within the "Account" field to view the Accounts
(Funds/Cost Centers) associated with your account.
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12 Select the specific account you would like to use from the available listing.

13 Click "Ok"
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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.

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.
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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.

17 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.
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18 Click "Submit Selected Requests"

19 Click "Ok"
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20 Confirmation Shown with the Service Request Number (SR).


