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My Service Center Front Office User

This guide is designed to assist you in submitting a service form to the Business Service Center. If you
encounter any issues while logging in, please contact the IMS Service Desk at: 210.567.7777, option 1.

Log into My Service Center

1. My Service Center is a one stop location to request administrative and operational services. Access
My Service Center by entering the url in your browser:
(https://uthscsa.teamdynamix.com/TDClient/2009/Portal/Home/)

2. Or click on Business Applications from the homepage
(https://uthealthsa.sharepoint.com/Pages/Home.aspx); scroll down and click on My Service Center.

3. The My Service Center splash page will display giving you options to select. The top ribbon will guide
you to different tabs. You can also click the “Request a Service” button on the bottom of the page.
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4. From the top right corner, click on Sign In. Log in using your UT Health username and password.
5. Click Login.
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6. Two-factor Duo Authentication is required to access My Service Center. Select an option to

authenticate your access.
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7. After approval is complete, the client application will open to display the service request options.
8. Below each service title, you will see a description of that service. Facilities Management Services are

displayed below as an example.
Service Catalog © Facilities Management

B Facilities Management

Categories (9)
MCESS CDI"Ithl m Annual {Slandlng Work
Q Request replacement keys, re-core EmEn| Order)
doar kocks, card swipes, cypher L Standing work order for year-round,
lncks

TECUMTInG Senices
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Financials Services

All Financial Services
To view a complete list of services offered, click the ALL Financial Services button.

IT Services

To view a complete list of services offered, click the ALL IT Services button.

Marketing Services

. . . . . ) All Marketing Services
To view a complete list of services offered, click the ALL Marketing Services button.

Human Resources Services

. . . , ) . All HR Services
To view a complete list of services offered, click the ALL Marketing Services button.

Web & Digital Services

To view a complete list of services offered, click the All W&D Services button.

Facilities Management

. . . . . All FM Services
To view a complete list of services offered, click the All FM Services button.

If you are unsure which service form to select, or cannot locate the preferred request, click on the Search field

at the top right of the window.

1. Typein a key word in the search field, then click on the search icon.

@ - Search the client portal o]}

2. Alist of results will display, verify the option by reading the short description. Click on the title of the
preferred service.
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B Facilities Management

Categories (9)

&,

r—

—)

¢4

2,

[ii)

£

Access Control

Request replacement keys, re-core
door bocks, card swipes, cypher
locks

Custom signage, desk and wall
name plates, plagues

Fixed Price
\ariety of services from instaling
electrical outlets to office refreshes

with set costs

Request a Program Study for a
basic cutline of a project, project
site shetch and scope of work

Other Work

General, un-categorized work:

il

Front Office User

Annual (Standing Work
Order)

8&%

&
S

Standing work order for year-round,
recurring senices

Request 3 one-time set-up of
wenues for in-person mestings,
conferences and special events

furniturz and equipment between
CAMPUSES

Renovations

Renowation projects include but are
not Bmited to office, aboratory,
classroom and interior renovations

3. Review the detailed description to confirm this is the correct request. Click on Request Service.

Access Control

Among the senvices offered: change core of a standard door lock, replace lost keys, install specialty

lock systems such as card swipes and cypher locks

Feed (4)

Gabriela Barragan

Added this service to the "Approval Workdflow™ workflow.

Fri 12/4720 10:21 AM
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To process all form requests:

1. Complete all requested information. The information will vary on each form, depending on the
service you are requesting. You may also be required to provide documentation for backup purpose.
2. To attach supporting documentation, click the Browse button at the bottom of the form and upload

your documentation.

Attachment * ©

Aftach invoice and/or receipt.

Browse... No file chosen

3. Click the Request button at the bottom of the page to submit the request to the Business Service
Center.

A confirmation of the request submitted will appear which contains a system generated Ticket Request ID
number. You should document this number for future reference.
@ Request Created Successfully!

Tickel Request [D. 2536680

What do you want to do now?

Create another request of this type
View the request you just created
View all of your ticket requests

Status updates for your request will be provided within the request. You will receive an email stating the
processing phase your request is in, and a short description of the tasks as they are completed.

e To search for your requests, click on Ticket Requests from the top ribbon.

@ - Search

6 UT Health
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Home Financial Senices IT Senvices Projects/VWorkspaces Senvices Knowledge Base Questions

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

To approve a request within Team Dynamix, open the notification received from Team Dynamix.

1. Click on the Approver 1 Workflow Step
[=]
You are assigned to the "Approver 1" Approval workflow
step.
Service Reguest Dietails
Requestor: Tiffary Brvson

Service Reguest: fsfads
AcetDept: Prog Porfolio Mamt & Delivery - TEROD

Request Details:

To view the request, click the link below:

Approver { Wnrk!']gw Step

2. You will be taken to the Team Dynamix login screen. Upon logging in, you will be taken to the
Approval Workflow page.
3. The approver should either Approve or Reject the request.

LT Health

San Asnonin

Home Financial Services. IT Senices Markefing & Communications Human Res

Frogct Regquosts Tiched Heguests My Favanies My Recent My Approvals Seraccs AL Search

Current Workflow Step G
pprove

Service Request Details

Sarvice Request ® Reject
T1ARA1I5 s
Approval Step Details * Re-send Notification
Step
Approver 1 Requesior
Assigned To
= Tilfany Bryson Tiffary Bryson
TB brysentiguthscea edu
The weeekficey will move foreand once all Approvers approve This slep

Al present, this s12p s at 0 of 1 approval vote.
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The feed on the bottom of the request will display all the actions that have occurred for this request.

Gl TS ks maTianies Faopls TERE by Alerts [0 ARSEts A0S (00 Read Gy {1}

Budget Balance:
sf

Slgnature of Departrmant Adrministrator or Department Chadr
Tiffany Bryson

Tags @ #

Feed (4)

Thffany Bryson (private)

Rejected the "Approver 17 step in the "Singie Approval Workflow v2* waridlow.

H
m|m

Tiffany Bryson
Changed Statu: from Mew to On Hald.

H
v

an hald

Fri 11/ 7 2:400 TRA

Comment Like More..

Tiffany Bryson (privata)

he “Single approval Workfow w27 vworklow Lo this sevios reguest.

H
m

Comment ke More.

Tiffany Bryzon (private)
Took gremary respongibility for this serace request from LSO Asmin
Fri 115612 A

H
=

3

Comment ks More
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Approve a Request with Mobile Device

To use a mobile device to approve a Team Dynamix request, begin by opening browser window using Google
Chrome.

1. Click on the 3 dots in the top right corner.

P

{3 SHARE Yy FOLLOW O,

2. Click on More Tools > Developer tools

Mew tab Ctrl+T
Mew window Ctrl+N
New incognito window  Ctrl+Shift=N
Histary 4
Downloads Ctrl+]
Bookmarks b
Zoom - 100 =+ : :
Print... Ctrl+P
Cast...
Find... Ctrl+F
E Save page as.. Ctrl+5
Edit 7 Cut Copy Pasts Create shortaut..
Settings Clear browsing data...  Ctrl+5hift+De
Help b Extensions
Task manager Shift+Esc
Exit

“sveloper tools Ctrl+Shift+]

3. Click on the “Toggle device toolbar”icon
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w O :

Other bookmarks
Elements Console Sources Metwork  » Q2 41 ﬂ X
j SHARE \;‘;‘g FOLLOW [Elj chiml dir="1tr" lang="en-US" style class=" js no-touch cssanimations csstransit
L ions”>
¥ <head >..</head>
«+ ¥ <hody style class=" ms-backgroundImage": == §8

b <iframe src="https://www.googletagmanager.com/ns.himl2id=GTM-WITNKCV"
height="8" width="8" style="display:none;visibility:hidden” ».</iframe>
b <div id="imgPrefetch"” style="display:none”.</div:
¥ <noscriptr.</noscript:
¥ <form method="post" action="/Pages/Home.aspx?we=wsigninl.@" onsubmit="javas
cript:return WebForm_OnSubmit{);" id="aspnetForm":..</form:

<span id="DeltaPlaceHolderUtilityContent">

4. Click the drop down arrow for Responsive and select your phone type. To view more options, click
Edit from the bottom of the list.

Responsive ¥ 400 = ToT 100% ¥ Online ¥ @‘

+"  Responsive

Moto G4
Galaxy 55

Pixel 2

=

€3 SHARE Yy FOLLOW O,

Pixel 2 XL

iPhone 5/SE
iPhone &/7/8
iPhone &/7/8 Plus
iPhane X

iPad

ites M students Q

iPad Pro m. Purpose.

Surface Duo

Galaxy Fold

Edit...

Coronavirus Communications

Stay up to date on the latest about COVID-19 ”
>

5. Complete all steps from “Approve a Request” section.

& Teresa Travieso

Be sure to always sign out when necessary tasks are completed. I I
6. Click your name and select Sign Out.

My Profile

Profile Views

TDNext

1/15/2021 9:34:00 AM Si%om 10 of 10




	Log into My Service Center
	Financials Services
	IT Services
	Marketing Services
	Human Resources Services
	Web & Digital Services
	Facilities Management
	To process all form requests:
	Approve a Request
	Approve a Request with Mobile Device

