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Order Something/Report an Issue
in Support Hub

e Select the Support Hub icon on your desktop or https://disd.service-now.com/sp
e Loginto Dallas ISD Resources when prompted.

Order Something

1. Select “Order Something” when you need SDMS to complete a task in EdPlan/EasylEP.
Examples: Remove an Attachment, add an Eligibility Event, ask a question
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Browse the catalog for services and items you Browse and search for knowledge articles. Contact support to report an Issue
need

2. Under Categories select Student Systems to access SDMS/EdPlan selection.
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https://disd.service-now.com/sp

Specialized Data Management Support (SDMS) Request

Request of Specialized Data Management Support

Address requests for the Section 504 and Special Education Case Management System

EdPlan

3. Your Name (twice), Location, and phone number should prefill.
4. Select Date Needed
5. Enter NA for Room
6. Enter Organization Number (Org Code) Department or Campus
Requested by Requested for
Alicia McDonnold x v Alicia McDonnold x v
Location Date Needed
‘ Special Education x v | ‘ 04/04/2022

Business Phone Alternative Contact Number

‘ (972) 794-3556 ‘ ‘

REQUIRED INFORMATION

* Room Number

‘NA

* Organization Number

7. Select the Type of Service Needed

* Type of Support Needed

--None --

ARD/IEP (Annual Review Dismissal/Individual Education Plan)
Data Request

FIE

Logging Wizard

Reports

Section 504

SST

System Access

O0000O000O®O

Training
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8. Enter Request Details.
e Student ID
e What you need.

REQUEST INFORMATION (Include Student ID# if appropriate)

Request Details

5555555 — Eligibility event needed for Transfer Student

9. Select “Order Now” and then “Checkout” to submit the request

‘ Order Confirmation
1 M
Request for @

‘ Alicia McDonnold

= Add to Cart

|IIIIIIIIEHHHHHHHIIIIIIIII

Delivery Information (Opticnal)

Special instructions (Optional)

@ Add attachments

Checkout

10. To return to a submitted request select Tickets in the dark blue navigation bar and select the request link.

Home Knowledge Catalog Tickets 3

View all tickets

Specialized Data Management Support (SDMS) Request
REQO0053186 22m ago

Notice of ARD
INC0352415 34m ago

Laserfiche Form

. INC0352266 2h ago I
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Report an Issue

1. Select “Report an Issue” when an error and/or issue is encountered in EdPlan/EasyIEP.
Example: Unable to finalize an event, error message(s), translation option
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Browse the catalog for services and items you Browse and search for knowledge articles. Contact support to report an Issue
need

2. Your name will appear as the caller with your Location
3. Select Yes/No for Is this your current Location.

Report an Issue

Submit an Incident for something that is broken

Thank you for contacting the service desk. Please describe the nature of
your problem in the fields below. Upon receiving your submission, the
service desk will categorize and prioritize your submission and reach out
to you if they have any further questions.

I
S\\;- Report an Issue
1
Contact support to report an Issue

*Caller

‘ Alicia McDonnold x v
Location:

‘ Enterprise Applications = ‘

*|s this your Current Location:

--None --
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Enter office or room number

Enter a phone number where you can be reached when SDMS has a question
Select Student Systems in the dropdown for Affected Service
Select Service Offering that aligns with the issue being reported

Submit an Incident for something that is broken

Location:

Enterprise Applications

* s this your Current Location:

‘ Yes

Most Common Selections for Service Offering:

* Office /Room #: @ ,

" / e ARD/IEP (Annual Review Dismissal/Individual Education Plan)

\ e EdPlan/EasylEP

,*B“tph“e MUMBERLS reach/d’u il e  FIE (Full Individual Evaluation)

“ / e Logging Wizard

* Affected Service: / e Section 504

’ 7/ e SST (Student Support Team)

Student System X . i i X

*Submit Report issues/questions in Order Something.

* Service offering /

/

8.

Enter a short description Examples: Finalize FIE, Finalize ARD/IEP
9. Describe your issue with details

* Short description @

* Describe your issue below @

Example:

Important Information:

/

e Student ID#

/

/

e Event
e Screen(s)
e Field(s)

e Copy and paste error messages here

Submit an Incident for something that is broken

*Short description @

Notice of ARD

* Describe your issue below @

| cannot finalize my ARD because of ARDNotice-20 error.
Student ID# 1234567
Screen: Notice of ARD

ARDNotice-20: You have not entered the contact title on the Meeting Notification page. Please enter a title for the person acting as the
contact for the Notice of ARD/IEP.
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10. Send ticket to SDMS by selecting Submit

11. To return to a submitted issue select Tickets in the dark blue navigation bar and select the link.

Home Knowledge Catalog Tickets 3 System Status ™ Cart

View all tickets

Specialized Data Management Support (SDMS) Request
REQ0053186 22m ago

Notice of ARD
INC0352415 34m ago Created Updated State

Laserfiche Form 35mago 35mago New

- INC0352266 2hago m

D % Home  Knowledge  Catalog  Tickets 2 System Status M Cart

NORPENDENT SR DRI

Home 3  MyRequest-INC0352415

Number Created  Updated  State

INC0352415 6mago 6mago New
Notice of ARD Actons ~
Caller Urgency
Alicia McDonnold 3-Low
Activity Attachments
Type your message here... Post P
Alicia McDonnold Oémago . Additional comments
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