How to Submit Application I ssues

» Go to the Faculty and Staff Gateway from the JIMhb@age if you are not already there.

» Click on thelS Applications
hyperlink that is in the left
column on the Faculty and
Staff gateway home page ag
displayed in the snapshot to
the right.

This action will bring you to
a page that looks similar to
the snapshot below.
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» Notice the section
immediately below all of
the application log in
links.

> Click on the hyperlink

Submit Application Issues

This action will bring you
to a page that looks
similar to the snapshot
below.
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You have reached the JMU Applications homepage. This page serves as a single access point for the various JMU
Applications. Clicking on a link takes you to the login page for the corresponding system.
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1S Issue Submission
Submit Application Issues and they will get routed to the appropriate Application Manager.




» Loginto
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Computing
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Please log in using your JMU e-ID and password.

Get Help
JMU e-1ID:

Accounts
Computer Labs Password:
Software
Training
Network

If you have forgotten your e-ID password and have set a secret guestion, go to Accounts Portal, or stop by the Computing
Hardware Purchases & HelpDesk in the Frye Building Room 103 for a reset (please bring a photo ID).
Repair

applicationthat is used to track issues by entering your edib associated password and clicking orllogn]
pushbutton

This action will bring you to the first page of anfnation that you need to complete to documenisthige that you
are having at present.

The page automatically
enters you as the submitter
of the issue. You may
change this if needed. The
sample snapshot at the right

Please enter or correct info on the main contact for this Issue,

haS the main contact and enter an alternate contact person that we can contact if the main contact is unavailable.
: H Main Contact

information changed. IMU e-ID  Name Phone Department

When the Issue is Comp|ete doejd Jane Doe 540/568-9999 Department So and So

Alternate Contact (optional) If you enter the e-ID the system will atternpt to fill in any missing data.

and submitted, the Main
Contact and Alternate

. ) Please select a System
Contact — if entered — will v
be sent an email to confirm
the issue submission.

You need to select a System before leaving thige pag

The full list of choices is shown at the top of tiext page.



» Notice that several systems include the phras©filly). Only IT staff
can submit this type of issue. The systems thihbeiselected most
often will be :

Finance,
Human Resources, and
Student Administration.

» Select the system that is causing the issue for Yawur page will now
look similar to the snapshot below.
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» Click on the@

pushbutton to go on to the
next page.

Please enter or correct info on the main contact for this Issue,
and enter an alternate contact person that we can contact if the main contact is unavailable.

Main Contact
JMU e-1ID Name Phone Department
|doeld ||Jane Doe H54-Df558—5‘995‘ ||Departmem Soand So ‘

Alternate Contact (cpticnal) If you enter the e-ID the system will attempt to fill in any missing data.

Please select a System

‘ Student Administration

v| [ Continue ]




» The second page looks similar to the snapshot below

» First, notice that a different IMU e-ID is listesl ldlain Contact than was used on the first pages iStbecause
you must use a valid e-ID to be able to continuéhéosecond page.

CONTACT INFO JMU e-ID MName Phone Department

Main Contact: kenightti Terry Knight 540/568-9999 Department So and Sc

Alt Contact:

System: Student Administration

Please answer the questions below.

Please select an Application Please select an Environment

| ~

Date Required

Why needed by this date?

(m/dfyy, eg "7/4/10")

Priority Justification if High Priority
lC‘High (&) Medium OLowl |

Brief Description (50 chars or less)

Additional Comments

Detailed Description

You will be given the option of attaching supporting decuments after clicking "Continue".

» You will need to select each of two fields from prdown lists on this page. The first field is Ajgption. The
second field is environment. These possible clsoidg# be different for each system.

» | selectSecurity as the application for this example since we rieexsk for additional query security.
» | selectSPRD as the environment for this example since we tiee@dditional query security in production.

» The completed information for these 2 fields iduded in the snapshot below.

Please select an Application

Please select an Environment

|Security

9 [~

» Completed the rest of the fields on this page gsested.




» Click on the@ pushbutton to go on to the next page.

» You will be taken to a final page to be able toieavinformation that you have already entered;aalbowed to
attach additional documentation; to be allowedddgck if you wish to change entry information; dimally to
be able to submit the issue. The snapshot belavs@mple of the last page before submission.

Please check the info below.
If it is correct click the "Submit™ button.
If it is not correct, use the "Back™ button to re-display and correct the data.

Main Contact: knightti, Terry Knight, 540/568-3539, Department So and So

Alternate Contact: None

Date Needed: 12/01/10, Te be able to run query

Priority: Medium

System: Student Administration

Application: Security

Environment: SPRD

Brief Description: Additional Query Access

Detailed Description: Meed access to additional following tables to be able to use guery that was available in SA8.9.

Query is JADPROCESS_INT_STATUS.
MNeed access to following tables:
ADM_AFFL_DATA,

ADM_APPL_PLAN,

ADM_APPL_PROG,

RESIDENCY_OFF

Comments: MNane

You may attach up to three supporting files.

Flease use only files of type:
.bmp,.cbl,.cev,.dat,.doc,.docx,.dms,.gif,.htm,.jmu,.jpg,.lst, .log,.nn,.out,
.pdf,.png,.ppt,.rpt,.rtf..sgl,.sqr,.bet, ved, oy, s, s, . zip, or no extension.

Do not attach two files with the same name.

Submit

> Click on the="2™"_ After you are happy with the information on thstlpage.

» You should receive an email that indicates the ITilimber assigned to the issue within minutesafaessful
submission.



