How to Locate All Active Internal Service Requests for a Service Center

If a Service Center has a large number of pending ‘Active’ Requests, it may be useful
to utilize the Find an Existing Value tab.

1. Navigate to UTMB Internal Service>Requests

[T ]

Search:
I My Favorites Regquest Services
[ Employee Self-Service Enter any information you hawe and click Search. Leave fields hlank for a list of all values.
[ Manager Sel-Service
I Inveritory / Find an Existing Value {_Add a Mew Value |
[ eProcurement
[ Sarvices Procurement . - -
I Trawel and Expenses Service Center ID: [ begins with = | [ Q
[ Accounts Payable | - T
= UTMB Internal Sernvices Request ID: |beg|nSW|thJ| Q
I Charge Source: |begins with | | Q,
—Re 5 - -
[ Commitment Control Hane |beg|nSWIthj|
[ General Ledger Status: |= =l | =l
[ Allocations - .
> Statutory Reports Requestor Raference:l henins with j |
v 8eL - FinancialsSupply Debit Department ID: [egins with = | Q
&> Worklist Debit Class Field: | aegins with = Q
[ Tree Manager
b Reparting Tools Dehit Project ID: |begins with || Q
[ PeopleTools .
b FRS Interface Sl LR i
— Change My Password
— My Personalizations Search | Clear | Basic Search Save Search Criteria
— My Systern Profile
Find an Existing Walue | Add a Mew Walue




2. Enter your Service Center ID
3. Select Active Request for Status

Search:

®

Request Services

[ Wy F avorites

[ Employee Self-Senice Enter any infarmation you have and click Search. Leave fields blank far a list of all values.
[> Manager Selt-Service
[ Inventany / Find an Existing Value " Add a New Value
[ eProcurement
[» Services Procurement
[> Travel and Expenses Service Center ID: | hegins with j |HR_ETD Q
[» Accounts Payahle | - ——
UTWB Internal Services REtUEstID: IbengWImJl Q
[ Charge Source: |begins with j| [}
[ Commitment Contral e |beginswithj|
[> General Ledoer Status: |= vl
[> Allocations - -
[ Statutory Repors Requestor Reference:| begins with j |
©or Up FnancialsiSupply Debit Department ID: | begins with =] | Q
[ Wiorklist Debit Class Field: | begins with j | Q
[> Tree Manager
b Reparing Tools Debit Project ID: [ begins with || Q

[" Case Sensitive

— Change by Password
— Mty Personalizations Search | Clear | Basic Search Save Search Criteria
— My Systern Praofile

Find an Existing Value | Add a Mewalue




4. Click the Search Button

_

Search:
®

[= My F avarites

I» Employee Self-Service
[ Manager Self Service
[> Inventory

[> eProcurernent

[» Serices Procurement
[ Travel and Expenses

[ Accounts Payahle

[~ LUTMB Internal Services
[- Charge

[> Commitment Caontral

[ General Ledger

[ Allocations

[> Statutory Reports

[> Set Up Financials/Supply
Chain

[> arklist

[z Tree Manager

[> Reporting Tools

[> PeopleToals

[ FRS Interface

— Change My Password

— bty Personalizations

— My Stysterm Profile

Dehit Department ID: |begins wiith j|

Dehit Class Field: |begins with | [

Debit Project ID: | beging with =]

[ case Sensitive

Search |

Clear | Basic Search Save Search Criteria

Q
Q
Q

Search Results
Wig All

Request ID Source Name

Requested Status

Debit

Debit Debit

Reguest Department Class Project

HUSSt b o questor Reference
Oriin Requestor Reference

] Field ID
HE ETD|SCO004703 |50 Marguez Tracy L. 01/09/2004 Active On-Line LARRY TUTTOILMONDO - EXT. 2404 221310 11402 (hlank
HR ETDISCO00S5651SC  GarciaJennifer A 0172172004 Active On-Line SPEER-EMOTIONAL INTELL. CLASS 143605 12143 (hlank
HE ETDSCO0058091SC  HarperDebra B. 0172772004 Active On-Line CANTRELL, TERRA 223300 10664 (hlank
HE ETD |SCO006222|SC  Breish,Dianne C. 02/05/2004 Active On-Line STATHAKOS 242500 12895 (hlank
HE ETD |SCO006628 |SC Simmans,Marilyn A 0211 0/2004 Active On-Line CAROL CARLSORM 143500 11252 (hlank
HE ETD |SCO007279|5C Rigshy Davida L. 021272004 Active On-Line DUSTY MORWOOD EXT. 75905 223200 10677 (hlank
HE ETDISCO007619ISC  Vasguezlucille 0212072004 Active On-Line JEFF DICKERSOMN 223100 10644 (blank
HRE ETDISCO0080201SC  GenzerRebeccaJ. D2/26/2004 Active On-Ling REBECCA GENZER 245100 12638 (hlank
HR ETD|SCO0080201SC  Verdiels,RebeccaJ. D2/26/2004 Active On-Ling REBECCA GENJER 245100 12638 (hlank
HE _ETD |SCO002499 |50 SchexnaiderSusie  03/04/2004 Active On-Line SWSIE SCHEXMAIDER 223415 11458 (hlank
HR ETD |SCO0023634 |5C GenzerRebeccadJ.  03/05/2004 Active On-Line REBECCA GENZER 245100 12638 (hlank
HE ETDISCO0026341SC  Vergiels,Rebecca . 03/05/2004 Active On-Line REBECCA GEMZER 245100 12638 (hlank
HE ETD |SCO00863515C GenzerRebeccaJ.  03/05/2004 Active On-Line REBECCA GEMNZER 245100 12638 (hlank
HE ETD|SCO002635|SC  Vergiels,Rebecca . D3/05/2004 Active On-Line REBECCA GEMZER 245100 12638 (hlank
HE ETD |SCO009505|5C  Riggskerry L 031772004 Active On-Line WICKIE & ELAINE REG. FEES 131400 13167 (hlank
HRE ETD ISCO009837 |SC Copado,Rita J 0372372004 Active On-Line REGISTRATION FOR TRAIMING 222400 10630 (hlank
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