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The UIT Work Request form and instructions for completing them are located at: 

https://ssl.uh.edu/wtsc_apps/infotech/tickets/case-management/index.php.  This online form should be used to request any Telecommunications product or service.
1. The staff member designated to process work requests orders will complete the Work Request form online, and additionally include the following information:

a. Include an estimated amount in the “Description of Work” field.  An estimate can be obtained by referring to the Product Guide.  A link to the Product Guide is located on the online form. 

b. Enter the following names as primary and secondary contacts and certifying authority:

i. Primary Contact:  the departmental staff member charged with responsibility of processing work orders.  In the Department of Chemistry, this is the Front Desk Receptionist.

ii. Secondary Contact:  the name of the individual requesting the service.
iii. Certifying Authority/Manager:  the DBA of the Department.

2. Once the work request form is completed and submitted, an email will be sent from UIT to the Certifying Authority (DBA) and the Primary Contact person.

3. The DBA will verify the cost center information and estimated amount and reply to UIT with approval.  The DBA will carbon copy the Primary contact in the reply email.

4. UIT will reply to DBA and Primary contact with the work request number.  This action indicates that the work request has been approved and will proceed to CTS technicians for completion.

5. Upon receipt of this email, the Primary Contact will enter the Work Request in FMP Quick Entry field .  See data entry instructions on next page. 
6. When the monthly Telecomm Billing report is received, the person responsible for telecomm reports will match the Work Request Numbers to those in FMP.

a. Perform a find in FMP by the Ref #.

b. Enter the Billing # found on the Telecomm Billing Report in the Doc # field of FMP.

c. Change the ‘est amt’ in FMP to the actual amount shown on the Telecomm Billing Report.
d. Submit a copy of the Telecomm Billing Report (the page with the charges) to the reconciler to be added to the cost center folder.
7. During the reconciliation process, the reconciler of the cost center will verify that the reference number and amounts are correct.  The reconciler will also input the document number listed on the 1074 and will expend the record when it posts to the 1074.
a. Document Type:
Work Order

b. FRS Account:
the FRS number billed.

c. Vendor:
Telecommunications

d. Description:
the same description on the work request.

e. Amount.  The amount estimated in the “Description of Work” field of the Online Work Request.  There is a  $10.00 charge for all work orders.  Refer to the product guide for additional estimates.
f. PS Account:  52805

g. Quantity:  1 (must be entered)

h. Entered by:  your initials

i. Document 3:  (to be entered by the reconciler once the expense is posted to the 1074)
j. Reference #:  enter the Work request number which was emailed from CTS.
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