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Using

the Requests HSD System

Entering a New Request Into the Requests HSD System

The Requests HSD database is used by Information Services to track all service
requests for hardware and software problems made by Institutional
Advancement staff.

Examples of hardware and software requests are:

A program such as Outlook is not working correctly.
Your printer needs a replacement toner cartridge.
You need a projector and laptop for a presentation.
You need to have your computer moved.

Equipment such as your mouse or monitor is broken.

Use the following procedure to enter a new request into the database.

Procedure:

W

Start FileMaker Pro 6.

FileMaker Pro &

Start menu shortcut

-

Open Mew or Existing File

W

Desktop shortcut

NOTE There may be more than one version of FileMaker Pro installed on your
system. Make sure you are starting version 6.

FileMaker Pro will start. The Open New or Existing File dialog box displays:

ax]

Look jn: |."_] My Documents

I Corel User Files
) Games

I Microsaft Press |y PSP Files
)My Adobe Captivate Projects 5Mv Shapes
My Daka Sources EMY Yideos
jMy Music

[y Pickures

|[IMy Practice Files

=« By E-

File nanne:

Files of type: |FileMaker Files [*.fp5h;" fp3:" fm]

Cancel

[

Hosts

]
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3. Click the Hosts button. The Hosts dialog box displays:

L Ty

Hosts @
F:':l_ P R Yy . -

AF Direct Mall.fph

AF Direct Maill_w07. fp5
Alurnni Caountz DB .fp5
Alurnni Events D ata FPS
Alurnni Eventz. FPS
BLOY 2003.FF5

BLOY 2004 . FFP5

BLOY 2005.FFP5

BLOY 2008.FF&

Local Hosts J
Directory Service. ..

Specify Host. ..

129.2R5.185 Open

J Cancel

i .

procedure — Adding the FileMaker Server IP Address to the Hosts Dialog Box
— later in this document.

NOTE If the Hosts dialog box has no databases listed, see the following

4, In the Hosts dialog box, scroll down the list, select the Requests HSD.FP5
database, and click Open.

Hosts -\

Fv2007 Individuals. fp5 ﬂ
Fv2007 Matching Orgz. fph
2007 Organizations. fp5

Gift Correction. FPG

Requests 04, 05, 06.FP5
Requests HSD 04, 05, 0B.FPS
Hequestzs H5D FPR

Requests FPR

Rezearch Requestz. FFPS
Truztes fp5

-

Local Hostz J
Directory Service...

Specify Host...

129255185 Open

J Cancel

i

CAUTION! There are several databases with similar names in this list. Make
sure you select the correct one — Requests HSD.FP5.
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5.

6.

A request for a password dialog displays:

File "Re quests HSD.FP5"

Pazzword |

| Cancel |

Enter the password pass06du and click OK. The FileMaker Pro application
window displays the Requests HSD Welcome screen:

) X
Bl
0= - vg B E & Z
‘wWelcome ! . . I —|
=] Drexel University f.,
=i = i
Office of : : 0
— Institutional Advancement 0
Unzarted
DATABASE
FOR
HARDWARE/SOFTWARE & DATABASE
REQUESTS
CLICK HERE TO ENTER DATABASE
100| fu 5| Browse | 4 | [

MLIM
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7. Click anywhere on the welcome screen to enter the database. A choice

window displays:

%
e
D& -

v == B & B

Select v|

=
e

| 1
Records:
4149

Unsarted

INFORMATION SERVICES

STAFF ONLY

INSTITUTIONAL ADVANCEMENT
STAFF

Far Help, press F1

100] ulud 5| Browse | < |

UM

=

8. Click the Institutional Advancement Staff button. An information screen

displays:

%
8]

O & -

v == e & 0

Matice v|

=
e

—
Records:
4149

Unzorted

A

You are entering a screen used to view and submit requests. When submitting
arequestplease keep in mind the following:

Once a new request has been created cerain fields are REQUIRED and the systern will not let you out
of the request until you have input the required data. These fields are Requested by, Dept, Phone,
Description, and Type. When inputting request parameters please use full sentences and proper
punctuationfspelling (a weekly repart is produced from these reguests).

Infarmation Services averages 1 business day to process a request Processing time is determined
by difficulty of request parameters, scheduled responsibilities of the Information Services department
and Institutional Advancement emergency situations. Ifyour requestis an emergency (you can not
continue to work until request has been processed) please send email to all 1.5, staff after entering
the request {include request number in subject line of email).

After entering a request you will no langer be able to edit the requestfields but you will be able to view
the regquest at any time. Forthis reason be sure that all infarmation has been entered correctly and
completely hefore exiting the request system.

< =

BACK CONTINUE

For Help, press F1

100] ulud 5| Browse | < |

UM
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9. After you have read the information screen, click the Continue button. The

request form displays:

ol
= v BE B E & E
Entry - F|...v| Request Mo: ZK70001 Date Entered: 3/42004 Time Enterad: 2:43 P  — |
= (Prev. FY #2K40291)

- Date Required: 6/28/2005 Pesigned to: Smith, Greg

Status: Completed

| 1 Emergency 3 ves ® No
Records:
4149

If ves be sure to email all 1.5, staff imediately (igis@drexel.edu)

Requested by [Smith, Gregory

DeptInformation S envices Fhone:|215-205-1227
Unsorted

Description| Laptop needed for Drexel 100 luncheon on Saturday, May §, 2007 by 3:30am at the Rittenhouse Hotel to be set
up for PowerPoint Presentation.

Tvpe:[] Advance [ Email B Hardware [JPrinter [ Software [wweb
[ Database [Equip Sign-Out CIMetwark O Server [ Training [ Other...

REQUIRED FIELDS ARE IN RED

‘ New Request |

| CLOSE DATABASE |

100] ulud 5| Browse | < |

Far Help, press F1 LM

10. Click the New Request button. A Warning displays:

%

o

bDe &2y BE B R B

Warning v| =l
=5

o A

— ,

Records: Warn in g

4149

Unsarted

You are about to create a new request record in the database.

Remember that once a new request has been created certain fields
are REQUIRED and the system will not let you out of the request
until you have input the required data.

< =

BACK CREATE NEw REQUEST

100] ulud 5| Browse | < |

Faor Help, press F1 MM
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11. Click Create New Request to continue creating a new HSD request, or click the

Back button to cancel.

12. A new blank request form displays:

LY

B

D& -|& ¥ BE B 2
Entry -R...» Request Mo: 2k74<487

Date Entered: 5//2009 Time Entered: 3:50 P

Date Required: 5/5:2009 Aesigned to: Freeman, Chris Status: Unresolhved

i,

4150 | Emergency:
Records:
4150

If es be sure to email all L5, staff imediately (iais@drexel.edu)

Requested by :E

Diept: Phone:g‘

Unsorted

Description:

Teee |advance [ Email [IHardware [JPrinter []Software []web
[ Databaze CEquip Sign-0Out O Metwark [ Server [ Training O Other..

ReaquIRED FIELDS ARE IN RED

New Request

‘ CLOSE DATABASE |

100 ol 5| Browse | |

For Help, press F1 UM
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13. Fill out the required fields of the request form according to this table:

Field Description

Emergency

If this request needs immediate attention (i.e. you cannot
work, your computer is completely unusable, Advance is
down, etc.) then select the Yes radio button. Otherwise
leave this as the default of No. If you select Yes, please
send an email to iais@drexel.edu with the request number,
which can be found in the upper-left corner of the form.

Requested by

From this drop-down menu, select your name. If your name
is not in the list, type it in manually.

Dept

When you select your name in the Requested By drop-
down, this field should populate automatically. If it does
not, type the name of your department or area.

Phone

When you select your name in the Requested By drop-
down, this field should populate automatically. If it does
not, type your phone number.

Description

Enter a description of your problem or request. Please be
thorough in your description of the problem, issue, or
request that you are making. Include any errors or
messages you may have seen when the issue occurred.

Type

Select one or more of these checkboxes to indicate what
area your request or problem applies to.

14. Once you have filled out all of the required fields, click the Close Database
button at the bottom of the form to save your request.

15. Close the FileMaker Pro application.

Warning:

° When you have finished filling out a request, DO NOT click the New Request
button or you will have to fill out another new request. There is no Save

button for requests. Requests are automatically saved as you fill them out.
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Adding the FileMaker Server IP Address to the Hosts Dialog Box
In some instances, the Hosts dialog box of FileMaker Pro may have no databases

listed. When this occurs, you may need to manually enter the IP address of the
FileMaker server into the dialog box.

Hosts 1

r

-

|

Local Hosts J
Directomy Service. .
Specify Host..

Open

J Cancel

Host dialog box with no databases listed.

Use the following procedure to add the FileMaker server IP address to the Hosts
dialog box.

Procedure:

1. In the Hosts dialog box, select Specify Host. The Specify Host dialog box
displays:

-,

Specify Host
Enter host's DMS name or IP addressz:

| Permanently add entry bo Hosts list

Cancel

2. In the Enter host’s DNS name or IP address box enter 129.25.5.185.
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3.

7.

8.

Select the Permanently add entry to hosts list checkbox.

Specify Host

-,

Enter host's OMS name or IP address:

[129.25.5.185

v Permanently add entry o Hosts lisk

ok

Cancel

Click OK.

The Hosts dialog box displays again, with the server IP address listed in the
bottom selection box. If not already selected, click the IP address in the list.

The top selection list should now be populated with a list of databases:

Hosts

|y

FY

AF Dhrect M ail.fph

AF Direct b all_fwO7.fp5
Alurnni Counts DB fp5
Alurnn Events Data. FPS
Alurmni Events. FFS
BLOY 2003.FF5

BLOY 2004.FFP5

BLOY 2005.FF5

BLOY 2006.FF5

Local Hosts
Directony Service. .
Specify Host.
129255185

El

[ -]

El

Open

Cancel

Scroll down, select Requests HSD.FP5 from the list, and click Open.

Follow the previous procedure in this document for filling out a new request.
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Quick Reference Guide

10.

11.

12.

13.

14.

15.

Procedure:

Start FileMaker Pro 6.
FileMaker Pro will start. The Open New or Existing File dialog box displays.
Click the Hosts button.

In the Hosts dialog box, scroll down the list, select the Requests HSD.FP5
database, and click Open.

A request for a password dialog displays.

Enter the password pass06du and click OK.

Click anywhere on the welcome screen to enter the database.

Click the Institutional Advancement Staff button.

After you have read the information screen, click the Continue button.
Click the New Request button. A Warning displays.

Click Create New Request to continue creating a new HSD request, or click the
Back button to cancel.

A new blank request form displays.
Fill out the required fields of the request form.

Once you have filled out all of the required fields, click the Close Database
button at the bottom of the form to save your request.

Close the FileMaker Pro application.

10
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