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Create Internal Service Delivery
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Create Internal Service Delivery

Section I: Initiating Request

Internal Service Delivery  (empty)  Status  (empiy)  Decument Number (empiy)

1. From the home page, in the search bar, type in
“create service”. Select the “Internal Service
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5. Scroll to the right to “"Quantity”. Enter the
number of visitors for the request. The
“Extended Amount” box should show the amount
that will be charged to the TAG.

Lines Attachments
Lines 1item
Revenue Category Quantity Unit of Measure Unit Cost
Amount
X V\sitcrm\ :E| [ 5 X Day :E| [ 5.00 | zs,on}

6. Enter the “"Requester”. This is yourself, or if this
request is entered on somebody’s behalf.

7. Memo box = (Optional for any notes)

8. Enter the “SmartTag” that will pay for the
request.

a. Caution: The Internal Service Delivery
auto populates the SmartTag the
requester is under in Workday.

c. Click on the X to remove if the Tag is not
correct for the request.
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9. Select the “"Attachments” tab. Upload the
approved form provided from Parking &
Transportation any other documentation.

Lines  [Aachiments

Attachments

Drop files here

10.The request is ready to Submit.
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11.The Internal Service Delivery will need to be
approved by the TAG's cost center manager.

You have submitted

Up Next: Richard A Hue (SNl | Approval by Cost Center
Manager (All) | Due Date 07/20/2024

View Details

Section II: Cost Center Manager Overview

12.0nce the request is submitted, the Cost Center
Manager will review for completeness and
accuracy.

a. If there are errors the Cost Center
Manager will send the form back to the
requester.
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Internal Service Delivery: Parking Multi Space Parking

88
W Aduaoied deatch Lot/Garage on 07/15/2024 for §100.00 ==

A Internal Service Delivery: 07152024 ¢
Parking Multi Space Parking For Internal Service Delivery: INTSERV_REQ-D000025
Lot/Garage on 07/15/2024 for 17
$100.00
Overall Process  Imemal Service Delivery: Parking Multi Space
Due: 07/17/2024 I Parking Lot/Garage on 07/15/2024 for
$100.00
Outstanding Traffic Halds?: 07122024 Ty Overall Status In Progress

Terminate: Sharienne Ricardo

(223357521) . .
Details to Review
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b. If the form is accurate and complete, the
request is Approved.

Effective: 06/21/2024

Outstanding Traffic Holds?:
Terminate: Anhi-Vu Nguyen
(280007775)

Effactive: 06/30/2024
v v



