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EasyVista      h t t p : / / e a s y v i s t a . d o i t . s t a t e . n m . u s  

 
 
My Login                _______________________________________ 
                              (Your Email Login User Name) 

 

My Password         _______________________________________ 

                              (Your Email Password) 

 

Let’s get started…. 

WELCOME TO EASYVISTA  -  LOGIN 

50004 
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 Search 

 New 

 Menus 

 My Favorites 

 My History 

 

 

 

 

 

 

 

DOIT News/Announcement Area 

Home Page  -  Navigation 

 My Incident Tickets 

 My Request Tickets 

 My Accounts 

 EasyVista Support 

 DOIT News/Announcements 
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Self-Service Portal - Open a Request 

1. Click on  Service Request   

2. Click on DoIT 

 

3. Scroll down to Wireless to select as the example                                 

 

 

List of DoIT Services 
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4. Click on the Accessories Shopping Cart  

 

5. Click Create Request     

Self-Service Portal - Open a Request 

 List of DoIT Sub-services 
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Self-Service Portal - Open a Request 

6.  Click the        symbol.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

Type your accessories  
descriptions here 
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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 
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Self-Service Portal - Check Request Status 

3. Click on the         symbol to open the ticket status 

4. Status screen is revealed. Click         to return to previous page or click Home.  DO 
NOT click the Back key. The program may shut down. 
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Self-Service Portal - Open an Incident 

1. At the Home Screen, Click on New Incident 

2. Fill-in all fields and Click Submit.   

Add Recipient 

Add Catalog Item 
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Self-Service Portal - Open an Incident 

3. The confirmation screen will appear with the Incident Number.  You may also ac-
cess the incident by clicking on the Click Here link and well as the Click Here link 
to create another Record with the same Data. 

4. To return to the Home Screen, Click Home. 
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Self-Service Portal - Check an Incident 

1. At the Home Screen, Click on My Incidents 

2. The My Incidents status screen appears.  Click on the       icon to display the status.  
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Self-Service Portal - Check an Incident 

3. Status screen is revealed. Click            to return to previous page or click Home.  
DO NOT click the Back key. The program will shut down. 

4. Other options available: 
 
 

 

 

Allows you to update your description 

Total of Incidents Icon 
Refresh List Icon 
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Self-Service Portal - Check Approvals 

1. At the Home Screen, Click on My Approvals. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The approval status screen appears.  Click on the          icon to display the status.  
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Self-Service Portal - Check Approvals 

3. Click         to return to previous page or click Home.   
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NOTES 
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NOTES 
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Simms Building 
715 Alta Vista 

Santa Fe, New Mexico  87505 
Phone:  505.827.2121 

www.doit.state.nm.us 
 

 


