
  
Entering a Service Request using Self-Service 
 

1. From the home page select a tile that pertains to your service request. In this 
example we will select Accounts and Access. 

 
2. From the list of available options, choose the appropriate tile. In this example 

Request Sponsored Account is selected. 

 
  



  
3. A) An explanation of what a sponsored account is and a description of each 

type of sponsored account is on the left side. B) On the right side is a list of the 
service request forms required. 

 
4. A) Fill out the required fields, then B) click Submit. Note: If you would like to 

add an attachment click Attach File. 

 



  
5. An email will be sent to you verifying that the ticket has been submitted and 

that the incident is registered. 
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