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WELCOME TO EASYVISTA - LOGIN

L IDENTIFICATION

Login
Password a NEW MEXICO

Forgot vour Password? DEPARTMENT OF

INFORMATION TECHNOLOGY

Version : 2014.1.176.0 Date : 1v2872014

Dievice - Deskiop

EasyVista http://easyvista.doit.state.nm.us

My Login

(Your Email Login User Name)

My Password

(Your Email Password)

Let’s get started....
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Home Page - Navigation

e Search e My Incident Tickets

e New ¢ My Request Tickets

e Menus ¢ My Accounts

e My Favorites e EasyVista Support

e My History o DOIT News/Announcements

File Edit View Favorites Tools Help

s I8 Suggested Stes » 5] Get more Add-ons v B -0 -2 & v pager Safey~ Took~ @~
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Shopping Cart v
tem v Ffl My Incident Tickets
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v NEW *My Request Tickets
MENUS
Home Mmy Approvals
New Incident
My Incidents.
New Senice Request
My e R Need to talk to a person? DOIT News/Announcement Area
My Approvals __ Call the Enterprise Service Desk at: 505-827-2121
FullText Search “’ | Call SHARE Financials Service Desk at: 505-827-1234
My Details
Send Enterprise Support an Email
~ MYFAVORITES  Edt Send SHARE Financials an Email

» MYHISTORY  Emoty

REQUEST-20141103.0.

REQUEST-20141103-0...
INCIDENT-20141103.0...

REQUEST-20141103-.

REQUEST-20141103.0.
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easyvista
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Self-Service Portal - Open a Request

1. Click on Service Request
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Self-Service Portal - Open a Request

4. Click on the Accessories Shopping Cart

al Dar Test agency Bep. ¥
easyvista do
SEARCH &
Shepeng Cart
» NEW v
) Add \Remave Global Yaice and Data ‘\
MENUS MY SHOPPING CART
:mm T A4\ Romave Mebile HotSpat - The Shapoing Car b sty
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1 Change Area Code -
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5. Click Create Request
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Shapping st Fier ; Nane v
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» NEW
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O Reset Vobcomail Password *
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O Transfer Cell Phone Number o
o] Upgrades L]
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Self-Service Portal - Open a Request
6. Click the @symbol.

7. Fill-in all fields and then click Next.

CREATE REQUEST

i B 7 U rifedy et - A WEW[CENSIE S
e St 11 (TN ERE T LN I ) L)

Type your accessories

descriptions here
| —

* Shigping tarma
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Self-Service Portal - Open a Request

8. If you need to edit the previous screen, click '? , otherwise, click Next to submit f
or approval.

9. Fill-in the Recipient and click Approval.
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Self-Service Portal - Open a Request

10. Add a description and click Next. (Will not allow submission if left blank. If no
description, type N/A.)

11. Click Finish.
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Self-Service Portal - Check Request Status
1. Click HOME to return to the Home Screen

2. Click on My Request Tickets

o
DalT Test Agency Rep. ¥
sasvista do

SEARCH

hopping Cart v
- Search

+ NEW muy Request Tickets

MENUS

Homs d My Approvals

New Incident

My Incidents

New Senice Request

My Senice Requesis Need to talk to a person?

My Approals . Call the Enterprise Service Desk at: 505-827-2121

Full Tt Seanh E Call SHARE Financials Service Desk at: 505-827-1234

My Details

o Send Enterprise Support an Email

~ MYFAVORITES  Edit Send SHARE financials an Email

No Favorites

+ MYHISTORY  Emgty

REQUEST-2014110340...

REQUEST-201411030...
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Self-Service Portal - Check Request Status

3. Click on the IE} symbol to open the ticket status
/
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BROPAing (At v View ¢ Lt v

tem
Search Creation Date Service Descrigtion sabm Detivery Date
e 1/ LT U — g 117102014 10:0158 e
] & VNI AT am S Rpmo Globad Vokce e Data  pmgrem 1AOU0N A0EIT08 e
MENUS -
1/ T e P ——— g 117102018 10:1708 s
Hame -
- ] J TS ——. g 11107014 307 pm
i 14 B AT o ccesiares PR
Nrw Sarvice Riaguest .
e PR — g 1117014 B4 pm
My Appesuain m 2 3 +
D Mt ngess  1MI0ANMAT g Acseeres W 111172014 382 pm
Foll Test Sowreh i
o 0 T -@ev Tumter ol hee 30| W

= MYFAVORITES Edt

= MY HISTORY  Emoty

[0 —
B mccenramanima
e e

5 meauesT2menes0

15 meauesTaenaa
[ mecenramania
1o RECUEST201411800

b et imberiaben o 1AL SLATTAS

4. Status screen is revealed. Click_¢ = to return to previous page or click Home. DO
NOT click the Back key. T rogram may shut down.
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Self-Service Portal - Open an Incident

1. Atthe Home Screen, Click on New Incident
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Self-Service Portal - Open an Incident
3. The confirmation screen will appear with the Incident Number. You may also ac-
lick Here link

lick Here link and well as the

cess the incident by clicking on the

to create another Record with the
— T

S
easyvista
SEARCH

# with 1he seme Data, i berr

= MYFAVORITES  Em

= MYMISTORY  Enoh

.
easyvista
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Self-Service Portal - Check an Incident

1. Atthe Home Screen, Click on My Incidents
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2. The My Incidents status screen appears. Click on the ,Q icon to display the status.
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Self-Service Portal - Check an Incident

3. Status screen is revealed. Click 4 to return to previous page or click Home.
DO NOT click the Bac - The program will shut down.
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4. Other options available:

Allows you to update your description

“ DolT Test Agency Rep. ¥
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Item
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#
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Self-Service Portal - Check Approvals
1. Atthe Home Screen, Click on My Approvals.
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Self-Service Portal - Check Approvals

3. Click ¢~ to return to previous page or click Home.
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