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Depending on your technology need, the entry point and path may vary. The diagram below summarizes the action you need to take to get

started.
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The path for getting support for your technology needs depends on the scope, size and risk of work that needs to be performed. Please use
the following table to determine the best path for you to follow:

A

Project

New software or major enhancements to

Procurement w/ITS approval

Procurement Only

D
Ticket

Fixes, minor enhancements or

Software Scope . Software > $5,000 N/A operational maintenance for existing
existing software
software.
Examples: Construction. Renovations.
Infrastructure Examples: Network drops. DSN changes.
Classrooms. Server refresh. Network HW > $5,000 HW or SW < $5,000 xamp W P &
Scope Telecom Adds/move/changes.
refreshes.
MSU 1+ MSU Departments 1 MSU Department 1 MSU Department 1 MSU Department
Stakeholders P P P P
Risk Low to Very High Low Low Low
VP Governance Needed Not needed Not Needed Not Needed

Links:

Create Technology Project Request

Create Pre-Procurement Review Request

Send Email to Procurement

Create ITS Ticket

MSU Department

Identify -
Technology

Need

MSU Department

Submit Project -
Technology Request

Project

ITS & MSU Department

Conduct Discovery Complete Project
Due Diligence Process
(if needed)

ITS & MSU Department.
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IT Review Request

Procurement with
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Select path for (> $5,000)

Technology
request

MSU Department

Procurement for
HW or SW Team
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MSU Department

Create ITS Support
Support Ticket Ticket

Email —
Procurement

ITS & MSU Department P&C & MSU Department

Complete

Conduct Review
Procurement

Process
Process

P&C & MSU Department

Complete
Procurement

Not all technology needs will fit neatly into a specific category.
If you are in doubt, pick the path that seems best based on your
understanding of the scope.

brocess * Cellular devices are a special case and require ITS review regardless of cost



https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ProjectRequests/ProjectForm.aspx?FormID=wPnlbe0N2q0_&ID=xxCMaXKqohM_&RequestorType=Service
https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/TicketRequests/NewForm?ID=ctaaIwlXYqM_&RequestorType=Service
https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/TicketRequests/NewForm?ID=R2TBLNlFJEI_&RequestorType=Service
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Technology Needs: Additional Detai
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o Sponsor/Champion ITS Director (CIO/EIS/ITI) ITS Project Manager
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Service Desk

MISSISSIPPI STATE UNIVERSITY..
INFORMATION TECHNOLOGY SERVICES
Home

Projects/Workspaces Services

Find an Answer

4 Gelting Started

i

Getting Started Guides

Knowledge Base Reports

Welcome to the ITS Service Desk

Have a question? v
Click on the Find an Answer button to visit the Knowledge Base where
you can look through our categories or view recent and popular articles

You'll find answers to common questions, how-to guides, troubleshooting
information, useful links, and more

Have an IT request? >

Can't find what you're looking for? b2

Contact Us

Phone & Email

Phone: 662-325-0631 or 888-398-
34

Email. servicedesk@msstate.edu
Mon-Thur: 7:30am-midnight
Fri: 7:30am-5:00pm

Sun: 1:00pm-midnight

In Person
Office Location: 108 Allen Hall
Mon-Thur: 8:00am-10:00pm
Fni: 8:00am-5:00pm

Sun: 1:.00pm-10:00pm

Student Resources
Faculty Resources

Staff Resources

Key Highlights and Takeaways

* Navigate to the MSU ITS Service Desk for creating tickets or
submitting project and procurement requests for your

technology needs

https://servicedesk.msstate.edu/TDClient/45/Portal/Home

Next Step

* Click “Request a Service”


https://servicedesk.msstate.edu/TDClient/45/Portal/Home

Technology Project Intake — ITS Service Requests
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Home Servi

Categori

a [ E

E © O
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Service Desk

ces Knowledge Base

es (17)

Administrative Applications
Assistance with Banner, myState, eForms,

n Alert, ITS Billing, DAFV

Maroo

Applications, AiM Facilities Management,

Email & Calendar
Assistance with MSU email and calendars
for employees and students, mailing lists,

mass announcements, instant messaging

Information Security
Assistance with 2 factor authentication

O

). encryption, quarantined devices,

malware, Informstion Security Trsining

NetiD, Accounts, & Access
Management
Assistance with NetlD/NetPassword, ID

cards, sffiliate access

Telephone
Service related to the University VoIP and

legscy phones and voicemail systems

Web Services
Assistance with departmental and student

organization websites

Meridian Campus ITS
Services related to the Meridian campus
branch of Information Technology

Services

College of Veterinary Medicine

{

4
o
=

Computer & Printer Services
Assistance with MSU-inventoried computers

and printers

File Storage & Servers
Assistance with file storage, file sharing

Active Directory (AD), servers

Instructional Technology

tance with Learning Management

om Technology,

. and Attendance

Computer Lab Sup

Software

Links to and i:

and |

instruction guides

Training & Workshops
Assistance with training requests and

workshops

Wireless, Network, & Internet
Access

Assistance with wirelessiwir

access, VPN, and netw

Technology Project &
Procurement Request

Housing & Residence Life

Popular Senices

Microsoft Office for personally-owned computers
Get the wireless Guest Password of the day
Technology Project and Procurement Request

Not finding what you're looking for?

Request MoneyMate PLUS activation on your account
(Faculty/Staff Only)

View All Popular Services »

My Recently Visited Semices

Request to Add, Remove, Change, or Disconnect a
Phone Line

Request assistance with Cisco AnyConnect VPN
Request/modify a static IP address
Report an issue with wired internet connectivity

Request/modify a hostname (DNS)

View All Recently Visited Services >

Popular Tags ®

reportanissue (29)
banner (19)
access (9)

phone (9)
software (9)

Exchange (8)

website (8)
outlook (7)
aim (6)

Key Highlights

e “Technology Project & Procurement Request” is accessible to
MSU Faculty & Staff through TDX Service Catalog

* Users request projects similarly to other service requests

* https://servicedesk.msstate.edu/TDClient/45/Portal/Request

s/ServiceCatalog

Next Step

* Click on “Technology Project & Procurement Request” to

start the submission process


https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ServiceCatalog
https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ServiceCatalog

Technology Project Intake — Technology Project Request A | e o0y e
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Service Desk

e Accessible to MSU Faculty & Staff through TDX Service

Home Software  ProjectsWorkspaces  Services  Knowledge Base  Reports Catalo g

Project Requests  Ticket Requests My Favorites ~ MyRecent  MyApprovals  ServicesA-Z  Search

Service Catalog / Technology Project & Procurement Request * https://servicedesk.msstate.edu/TDClient/45/Portal/Reques
= Technology Project & Procurement Request ts/ServiceDet?ID=1167

Services (3)

LErledt Request ...ponent and requires the use of ITS resources for 5 days (40 hours) or more is considered Next StEp

an ]T prDJ-’-’Ct —\II potent[al IT projects need to have a project request created and submltted to provide ITS with the
information necessary to determine the initial size and complexity of the project

 Click “IT Project Request”

Pre-Procurement IT Review
ITS reviews all hardware, software, and technical systems prior to their purchase to ensure they comply with the
technical and cybersecurity standards of Mississippi State University



https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ServiceCatalog?CategoryID=1167
https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ServiceCatalog?CategoryID=1167

Technology Project Intake — Technology Project Request INFORMATION TECHNOLOGY SERVICES
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JEYNERY | INFORMATION TECHNOLOGY SERVICES

Service Desk

Home Software Projects/Workspaces Services Knowledge Base Reports

Project Requests Ticket Requests My Favorites My Recent My Approvals Services A-Z Search

Service Catalog /' Technology Project & Procurement Request / IT Project Request

IT Project Request

Service Overview

A project is a temporary planned undertaking with a defined beginning and end. Project requests go through a
review process to assess the feasibility, complexity and resource requirements. Requests are then prioritized to
ensure that all enterprise-level IT projects are planned, organized, documented, managed and completed in a
timely manner.

Available To

University employees only

Getting Started

Click the Request Service button on this page to make this request. Please provide as many details as necessary
so that ITS can better process this request, including attaching any documentation needed

® Request Project

% Add to Favorites

Details

Service ID: 1612
Public: No

Created
Thu 11/10/22 10:03 AM by Curt Stewart

Modified
Thu 11/10/22 1:41 PM by Curt Stewart

Key Highlights

e Accessible to MSU Faculty & Staff through TDX Service
Catalog

e https://servicedesk.msstate.edu/TDClient/45/Portal/Reques
ts/ServiceDet?ID=1612

Next Step

* Click “Request Project”


https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ServiceDet?ID=1609
https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ServiceDet?ID=1609
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Service Desk

e ProjecisWorkspaces  Services  KnowledgeBase  Reports

e * The Technology Project Request form captures “just the
facts” basics to summarize the project need for an ITS
'PrOJeCt Request Director to qualify the request for Discovery and determine
the next steps

Please note that if you are requesting a project to support the
implementation of new software or your project requires procurement of
new IT software, equipment or services, it is a best practice to submit a
pre-procurement review request first. Visit the ITS Pre-Procurement

Review service for information on how to submit a pre-procurement e Additional prOjeCt details will be Captu red CO”abOratively -
request. )

Project Requestor/Sponsor, IT PM and other IT resources or
expenses — during Discovery due diligence.

Project Name * @

Project name should be descriptive

Project Description @

Description of scope, technologies involved, ITS role and other details to provide summary understanding of project

* Accurate dates assist ITS in planning the technology
resources for your projects. Based on your current

et s understanding, please enter your expectations for project

S start date, end date, and the date by which the project must

be finished.

Must Be Completed By - @
Date that project must be completed by

 All dates will be refined during the Discovery phase.
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Service Desk Key Highlights

Home software
gponsor (2]
Requesting point of contact

I = * A successful project requires the support and involvement
S of many resources across MSU.

Used to specify under which department in your organization this project falls
Office of the CIO Q X

roon 0 * Two of the non-ITS roles critical to the project success:

o The Sponsor serves as the primary department point of
— contact through the project lifecycle
e e e e o The Champion is the MSU Division vice-president who
V owns the budget and sets the overall priority of the

Percentage of project and ongoing technology expenses to be funded by the Division p rOJ e Ct

% Funded by Division @

ITS Department @

ITS unit to review and approve project request and to deliver the resulting project. If IT procurement request, please select CIO

Has Discovery been completed for this request? @

Discovery is the process of getting estimates of costs and resources for a project. If this project was requested previously but was not
approved, answer Yes

Discovery Project Name if Yes @

Discovery Project Name if Yes

Is connection to MSU network needed? @

Is connection to MSU network needed?




Technology Project Intake — Technology Project and Procurement Request Form (4)
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Service Desk

Home Software Projects/Workspaces Services Knowledge Base Reporis

Discovery Project Name if Yes @

Discovery Project Name if Yes

Is connection to MSU network needed? @

Is connection to MSU network needed?

Does product use, transfer or store sensitive data? @

Does product use, transfer or store sensitive data? Examples include SSN, contact info, credit card, banking, medical, efc

Priority * @

Project priority Low-Medium-High-Emergency

Project or Procurement Request submission is a multi-step process. To ensure your request is handled in a timely manner, please follow
these steps

1. After completing all fields, return to the top of this form and press “Save

2. On the “Request Created Successfully!” page, click on the “Review and submit this request” link.

3. Add Stakeholders and Files as needed

4. Click “Mark Complete and Submif’ button

5. If you do not see the “Request Submitted Successfully!” page your request has not been submitted to ITS and won't be reviewed

Once the request has been submitted, you should hear back from a member of the ITS team
within 2-3 business days.

& Sharon Breckenridge

Key Highlights

* This set of attributes provides a quick snapshot of the
project needs. They will give ITS an initial idea of scope to
determine if Discovery is needed for due diligence.

* The Discovery phase is a new step in the technology work
intake process for the requesting Department and ITS to
collaborate earlier on details needed for the MSU
procurement process and ITS planning and delivery.

* Example Guidelines for Discovery:
o Requires ITS resources — project & support
o Combines HW/SW

 Details will be refined by the Sponsor and the ITS project
manager during the Discovery due diligence phase.
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Service Desk
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Home  Projects/Workspaces Services  Knowledge Base  Reports K ey H i g h I i g ht s

Priority * @
Project priority Low-Medium-High-Emergency

= * The Priority field defaults Medium. An additional
Ili‘r;izc;[oe;:rocuremem Request submission is a multi-step process. To ensure your request is handled in a timely manner, please follow a Ssess m e nt o r‘ p ri o rity Wi | | be CO m p | ete d d u ri ng D i Scove r‘y-

1. After completing all fields, return to the top of this form and press “Save”
2. On the "Request Created Successfully!" page. click on the “Review and submit this request” link.

4 k- Mark Cmplet and Subri- bton * The Request submission process takes multiple steps. If you
5. If you do not see the “Request Submitted Successfully!” page your request has not been submitted to ITS and won't be reviewed ) .
: don’t complete those steps, your request will not be
Once the request has been submitted, you should hear back from a member of the ITS team . . .
w20 DuDiness cavs, available to ITS for review and your request will be delayed.
v
i;; ’ MISSISSIPPI STATE Next Step
UNIVERSITY.
Contact the ITS Service Desk * Scroll to the top of the form and Click on “Save” to save your

entries.
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fEYNNRY | INFORMATION TECHNOLOGY SERVICES

Service Desk

Home Software Projects/Workspaces Services Knowledge Base Reporis

Project Requests Ticket Requests My Favorites My Recent My Approvals Services A-Z Search

Service Catalog ' Technology Project & Procurement Request / IT Project Request

IT Project Request

<4 Show Help = Hide Help

Please note that if you are requesting a project to support the
implementation of new software or your project requires procurement of
new IT software, equipment or services, it is a best practice to submit a
pre-procurement review request first. Visit the ITS Pre-Procurement
Review service for information on how to submit a pre-procurement
request.

Project Name * @

Project name should be descriptive

Project Description @

Description of scope, technologies involved. ITS role and other details to provide summary understanding of project

Key Highlights

* After entering and reviewing your project details you will
save your project request.

At this point the request is only saved and not submitted.
You will be able to adjust your entries as needed prior to
submission.

Next Step

 Click on “Save” to save your entries.
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Service Desk

Home Projects/Workspaces Services Knowledge Base Reports

oject Requests Ticket Requests My Favorites My Recent My Approvals Services A-Z Search

v Request Created Successfully!

Request ID: 859

This project request has been successfully created, but it has not been submitted for review. Please click Review

and submit this request to complete your request

What do you want to do now?

Review and submit this request
Create another request of this type
View your project requests

Key Highlights

* Your project or procurement request is now created and
saved.

 Remember, your request had not been submitted yet.

Next Step

* Click “Review and submit this request”
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Service Desk

Home Projects/Workspaces Services Knowledge Base Reports

Project Requests Ticket Requests My Favorites My Recent My Approvals Services A-Z Search
Services | Project Requests | MSU Department Technology Project 1 | Business Case

MSU Department Technology Project 1

RequestiD: 859 & @
~ General
= General
Files
0 Stakeholders Account/Department

Office of the CIO
< Review and Submit

Service

Technology Project Request / Technology Project Request [.
>

Priority
Medium

Time Frame
Mon 1/3/22 - Thu 3/31/22

Created
Thu 11/11/21 11:21 AM

Not Submitted

Requestor

Sharon
Breckenridge
sgb2@msstate edu

Sponsor

Sharon
Breckenridge
sgb2@msstate. edu

Evaluator

Sharon
Breckenridge
sgb2@msstate.edu

& Sharon Breckenridge

Key Highlights
* Your request now has a status of “Not Submitted”
* At this point you can provide
o Files. If you have documents to provide ITS additional
details, attach them now.
o Stakeholders. List individuals at MSU you want to keep
informed about the request.
Next Step
1. Click “Files” to attach documents. (Optional)

2. Click “Stakeholders” to add stakeholders. (Optional)

3. Click “Mark Complete and Submit” to submit your project
or procurement request to ITS
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Technology Project Intake — Technology Project Request Submitted!
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Service Desk

Home Projects/Workspaces Services Knowledge Base Reports Key H igh I ights
Project Requests Ticket Requests My Favorites My Recent My Approvals Services A-Z Search
e Congratulations! Your IT project request was successfully
v Request Submitted Successfully! .
e o submitted.
What do you want to do now? N . .
. ‘ . ; e The ITS team will now review your request. You should
View the request you just submitted . .
\/iew the cervice r‘ntnlog eXpeCt tO hear baCk In 2'3 bUSIﬂGSS dayS.

View other requests

"y " From here you can choose to review this and your other

requests.
Next Step

 Click “View other Requests” to review your project and
procurement requests




Technology Project Intake — Your Technology Project Requests FEIRR | R ATION TEOHOIOGY SeRvICES

INFORMATION TECHNOLOGY SERVICES
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Service Desk

Home Projects/Workspaces Services Knowledge Base Reports

Key Highlights

Project Requests Ticket Requests My Favorites My Recent My Approvals Services A-Z Search

Project Requests (1) * Lists all the project requests you have created and their

([a searcn | Toexcer | & pont | current status

Search D
Acct/Dept tart typing Q x Service(s) Start typing Q x
Status v Service Start typing Q x
Offering(s)
_) Show only requests where | am the requestor
¢ Request ¢ AcctDept & service $ Service Offering ¢ Reviewer Status ¢ Modified &

Technology Project Request / Technology
Project Request

Initial Thu 11/11/21 11:24
Review AM

Showing project requests for your allowed accounts/departments, as well as requests you have created, sponsored, are assigned to, or which mark you as a stakeholder.




MISSISSIPPI STATE UNIVERSITY:

Technology Pre-Procurement IT Review Intake — Pre-Procurement IT Review Request BN | |\ FORMATION TECHNOLOGY SERVICES

[ \_/ ] MISSISSIPPI STATE UNIVERSITY..
) m { | INFORMATION TECHNOLOGY SERVICES
MM | Service Desk

Sottware FrojedViarkspaces Services  Knowlodge Uase  Reports

Project Requess Ticket Requests My Faverites Ay Recent My Acprovals Services A2 Search
Smaviom Cotgloyy  Tuctmuougy Mroject & Trocumement Dagosst | Pra-Drocmmssant T Revns

Pre-Procurement IT Review

W puchass « procusrem « purthssing

Servica Overview

1155 resfews 2l hardware, sotware. and technical systams prior 2 thalr purchase 10 ansure thay comely with the
el wnd cybsesscunily standards of Missiesippt Staoe Usiowrsity A1 depariments or g i oo ed 10
submit 3 pro-procuramant || reviow rocuest scrnaiogy prchase on cam to purchaze
Once spproved 3 copy of the appeoval dacumentatizn must ba altazhed 1o ths procuramant requast submitiad 1o
MU Do ot ol Trocumsment snd Currseces

Available To

Universty employccs only

Getling Started

Clck the Request Service button cn thiz page to make thiz reguest Ploaze provice 2z many detalls 25 necessary

f sl TS can sl proosss his mgussl, incdiog diaching ang ot apgeovsl dooimentaion nesde

& Sharon Breckennoge

@ Request Service

W Add to Favorites

Netals

Searview 1INk 1624
Public: No

Comantnd

Wiadd 1005722 12 27 P by Cunl St

Molifamd
A W2 130 PN By Cunt Stewant

Key Highlights

e Accessible to MSU Faculty & Staff through TDX Service
Catalog

e https://servicedesk.msstate.edu/TDClient/45/Portal/Reques
ts/ServiceDet?ID=1609

Next Step

* Click “Request Service”


https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ServiceDet?ID=1609
https://servicedesk.msstate.edu/TDClient/45/Portal/Requests/ServiceDet?ID=1609

Technology Pre-Procurement IT Review Intake — Pre-Procurement IT Review Request Form (1) Ny | MIoSISSIPPL STATE UNIVERSITY.

INFORMATION TECHNOLOGY SERVICES

v/ | MISSISSIPPI STATE UNIVERSITY. |[ERIEIIE & oo s
[ SToTE 1
.-\I_‘N_T-L

INFORMATION TECHNOLOGY SERVICES

Service Desk

N PR

e i Key Highlights

Pre-Procurement IT Review T o

R ' * The Pre-Procurement IT Review Request form captures the

et et e procurement needs for an ITS Director to qualify the request

| e and determine the next steps.

e i s i s s i * If your request is less than $5,000 you do not need to
complete the Pre-Procurement request form.

* Cellular devices are a special case and require ITS review
regardless of cost.

o a e Additional information such as potential vendors, LLC, VPAT

e and HECVAT documents may be needed to complete the

i approval process.
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MISSISSIPPI STATE UNIVERSITY.. KRR : 5o secenice

Service Desk

Home Software Projects/Workspaces Services Knowledge Base Reporis

Start typing...

Is this procurement 100% federally funded?

No

Is this an Emergency Purchase?

No

What procurement mode will be used?

Start typing...

Have you considered vendors for your SW/HW/network/other?

Start typing...

Is VPAT available for this software? @

(Include VIPAT as attachment to request)

assessment tool to evaluate how well digital content conforms to Web Content Accessibility Guidelines (WCAG). MSU requires products to be WCAG compliant and the vendor
would provide the document. hitps:/Awww.web.accessibility msstate.edu/

No

Does the vendor have a HECVAT available for the cloud service? @

(Include HECVAT as attachment fo request)

The Higher Education Community Vendor Assessment Tool (HECVAT) is a security assessment template that attempis to generalize higher education information security and data
protection questions and issues regarding cloud services. MSU evaluates cloud services via the HECVAT and the vendor would provide this document

https:/flibrary educause.edu/resources/2020/4/higher-education-community-vendor-assessment-toolkit

No

Attachment @
File attachments associated with the ficket
Browse...

Is connection to the MSU network needed?

Start fvpina.
Start typing

Does the product use, transfer or store sensitive data? Examples include SSN, contact info, credit card, banking, medical, etc.

Start fvpina.
Start typing...

Key Highlights

* This set of attributes provides a quick snapshot of the
procurement needs.

e Attach any required files. Procurement requests without
complete documentation will be Rejected/Returned to be
completed.

* Only need to hit Request button to submit (no longer need
to mark complete and save)

* Guidelines for evaluation:
o Required files (ex. LLC, HECVAT, VPAT)
Procurement mode (ProCard, requisition, wire transfer)
Vendors considered
Connects to MSU network

o
o
o
o Uses/transmits/ stores sensitive data
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ﬁfm\g INFORMATION TECHNOLOGY SERVICES . .
h{_M_}‘ Service Desk Key nghllghts
Home Software Propcte/Workspaces Services Knowledge Uase Reports
Froject Requests  TicketRequests Wy Favories MyRecent  Mylgprovals  Senices A2 Search ° Yo ur p re_p rocureme nt IT reVieW req u est is NOW C reated an d
saved.
v Request Created Successfully!
What do you want to do now? * You should receive an email that the request has been
Creale another request of this type created.
Afava than vamiinnt vines .u it A -‘g‘:‘[ec

View your ticket requests

Next Step

* Click “View your ticket requests”
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Sacaces  Tehw Requeets | Teet Srocmrent

Test Procurement

Senvice Rz D 2

Reparts

Senkas 4.7 Search

£1317
[ Ty YT e

Details

Az oounl Deper S
Ofice of e TID

Sarvien

Technol ogy Frojact 8 Procarement Request / Pee-Frocuremert IT Redes

San ity AR of Poocsremeet! Ragrest

ot Noachisec!

Thu 10Q0E2 506 FN by Sharon Drechenscps Thu 10022 5406 FM

Date(x)

Stants Thw WMNQ2

Description

Tl procuserscrl i docarcriuti

Feed (0)

N2 feod eabies were found.

R

New
Requestor
Sharon Dreckenridge
e (i renabdu e
o s
Attachments (2) +

Sturcn Bxcherdg hu WUNQ2 506 PN

INFORMATION TECHNOLOGY SERVICES

Key Highlights

* If you forgot to add files, you do not need to contact ITS —

option is available as long as request has not been
approved/rejected.

* You can add comments and notify ITS if additional assistance

is needed.
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v rhlkesss s Key Highlights
Ticket Requests (10)
* Lists all the ticket and pre-procurement IT review requests
you have created and their current status




