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i i Solutions :
The HR Service Request Portal is Buhons

an online ticketing system used by
Human Resources to provide customer
support. UCR faculty and staff can use
the service to submit a request for:
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RIVERSIDE EOD SPECIAL TRAINING REQUEST

Human Resources

UCR STAFF

EQD SPECIAL TRAINING REQUEST FORM

To submit requests for EOD Special
Training, navigate to the ITS ServiceNow
Homepage. Under the Browse Services
option, select Administrative &
Business.
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rganizational Development | Search the Service Catslog | Q |

Service Catalog
EETe

Employee Organizational Development

1. From the Catalogs dropdown menu,
select Human Resources Catalog.

Employee Organizational Develo. .. o

2. Then select Employee Organizational e B
Development from the Categories b

Requests
HR Administration o l
menu. Policy & Stratesic Initistives [ 5 ]

3. The Employee Organizational
Development catagory item displays,
click the EOD Special Training
request option.
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RIVERSIDE EOD SPECIAL TRAINING REQUEST
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4. The EOD - Special Training Requests EOD -Special Training Requests °
form will open. 6
5. The Requestor’s information is auto- e _ _ - [ |
pOpulated. QI ©  Dar= Aubis * | - || s
First Name | F |
6. If requesting service on behalf of |_ = Lk e
another person, enter name of e L |
individual in the Requestor field. N |*FE“"'**‘*“E |
Human Rescurces Dept
| DO1103 |
7. Select Yes or No if this training R |°"§3riﬁ*'°"“m |
_ Chancellor
request Is Related to an Employee/ [[ome2o |
Labor Relation Issue? Work Phone
| (351) &2 |
Note: Additional fields Will display * 5 this related to an Employee /Labor relation issue?
when Yes is selected (steps 8 & 9). E B
8. If Yesis selected above, enter the [ -]
Name of the ELR Rep. i’.easeer:plah Employes/Labor relstion issue ‘

9. Inthe next field, Please Explain

Employee/Labor Relation Issue.
NOTE: All fields marked with an asterick

are required information.
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EOD SPECIAL TRAINING REQUEST FORM

10. In the Request Type field select one of
the options:

. Assessment / Assesment [DISC, Envizia360, CliftonStrengths, Working Genius, etc.)
. Course - Catalog Offering
» Course - Catalog Offering *Request Type: e o
+ Course - Custom [ one- Other -]
° Other * Number of participants
11. Next enter the Number of Participants. *Locstion:
12. Then select the Location of the N
training: [ (-]
. In Person - off Campus JJ&,:E,ITEE,S:E{S:-Tﬂ:ical requests require 3 monthz of lead time: We will strive to mest your preferred date. But in an effort to best meet yours needs, please provide multiple dates that can
* In Person - On Campus
M Virtual * Preferred date
I MM/DD/YY HH-mmozs || = ||

13. Indicate the Duration of the training:

° Fu l.l Day I MM/DD/YY HH:mmezs || = |
° Hal.f Day or Less Additonal date 2
* Mu lti - Day [ MM/DD/YY HH:mmzzs || g | |

14. Click the calendar icon to select your
Preferred Date for the training.

15. If applicable indicate an Additional NOTE: All fields marked with an asterick
Date 1 for the training. are required information.

16. Optional: Select Addtional Date 2.
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EOD SPECIAL TRAINING REQUEST FORM

17. Please Provide Description of
Situation or Training Need.

18. In the Additional Information field, * Provid descrption ofstuaion orrining et
include any additional information ‘ ‘
relevant to the request.

19. The Required Information box ‘ ‘
will list the fields that must be
completed in order to submit this
request.

20. Attachments can be added to
the form by clicking the Add
Attachments icon at the bottom of
the form.

21. Finally, click the Submit Button. NOTE: All fields marked with an asterick

are required information.
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REQUEST DETAILS SCREEN

Once the Request is submitted, the

Infi ation Technol
Request Detail screen Wi“. Open. An m RIVERSIDE Sno::.lrtrinoans}:)n e MAKING IT POSSIBLE
email notification will be received when -
a Request is submitted. The email will ITSHOME  SYSTEMSTATUS MY DASHBOARD () DORA RUBIO
provide a link to access and track the S — [Sewn [a]
Request.
EOD-Special Training Requests @ n i 2
Information available here includes:
| Type your messsge here._. 256591
1. The Request Item Number (RITM#) & Dora Rubio
that has been assigned to this o Q s
Request.

2. The Request Form Details submitted.

3. Add additional indivual(s) to this g

request with the Watch List option. ° v Options
|

4. Use the Attachments option to | B
add attachments to the Request .
here or you can edit and delete any First Name

attachments submitted with the ° -

form. dora.rubio@ucr.edu

Dora Rubio

5. Type and Send a message to EOD
regarding this submission.
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