A new approachto ...

Services & online request tracking

Using HR's service request functionality is another way of sending a request to us in complete confidence that you will be able to
keep up to date with where your request is at in its process and who is looking after it. This tip sheet tells you how to submit your

request.

Raising a service request through the website

1. To raise a service request through the website, simply click on the “Ask A Question” web self service tab. The web self service
is located at the bottom of the main HR page, or you can access it through the left-hand navigation menu:

HUMAN RESOURCES
Home - Human Resourcas - Salf Service

St Suppon Self Service
Employment & Benefits
Career Development & FAQ Answers

Training

About HR

Look through our answers to see if your question has already been asked

Self Senice
FAQ Answers
Ask a Question
Touchpoint
Search HR

Ask A Question

1f you can't find the information you want, we'd like to know!

Touchpoint
Login to touchpoint to keep track of your queries, complete online forms.

Search

Documents & Policy

Contact Us

Search the website and the FAQ Knowledge Base at the same time

2. Complete the details of your request.

Human Resources - Self Service

Ask A Question

Helpful answers:

FIND AN ANSWER ASK A QUESTION

YOUR EMAIL ADDRESS:

YOUR MAME:
CONTACT NUMEBER.:

CHOOSE A TOPIC:

(Al

YOUR QUESTION:

ar

GET IT DONE

[ Web Kiosk
=] Touchpoint

“Your question” could be anything
from clarifying a piece of policy or
changing reporting lines to querying

a leave balance anomaly.

Submit

topic you selected.

When you press “submit”, your request will be automatically routed to the appropriate team within HR, depending on the

You will receive an automatic e-mail response providing you with a link to track your service request within Touchpoint. Note

that depending on your browser security, you may be prompted to enter registry\your University username and password,
when you click on this link.
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Raising a service request through Touchpoint

1. To raise a request through Touchpoint, simply click on the Touchpoint hyperlink located in
the “Get it done” section of each page on the HR website. Note that depending on your
browser security, you may be prompted to enter registry\your University username and [4) web Kiosk
password when you click on this link. B Touchpoint

GET IT DONE

Alternatively, you can access Touchpoint via the left-hand navigation menu of the website:

HUMAN RESOURCES
Home - Human Resourcas - Salf Service

Staff Support Self Service

Employment & Benefits

Career Development & FAQ Answers

L Look through our answers to see if your question has already been asked
About HR
Self Senice Ask A Question

1f you can't find the information you want, we'd like to know!
FAQ Answers

Ask a Question Touchpoint
Touchpoint Login to touchpoint to keep track of your queries, complete online forms.
Search HR

Search

Documents & Policy Search the website and the FAQ Knowledge Base at the same time

Contact Us

2. This will take you to your Touchpoint desktop view. Click on the “New Request” hyperlink, located in the black navigation bar:

W touchpoint search al v| for =55 search Text <<< &

O © pesk: [customer [v] ff

Home | Content Library | My Requests | New Request | Online Forms
P

“"\ Otago University Staff

HR Division Customer Services

Name/Keywords: [eo]

1. @ Lhave been sick, do [ have to provide 5 medical certificate?
2. @ Where do I access the Performance and D Review Form?
3 0 My staff member doesn't want to do a Performance and Development Review, what do I do?
4, @ Whatis my parental leave entitiement?
Description Status 5. @ Whathappensifthereis a bout the comments written on the Performance and Develo...
[l EveTestReimbursement #463 0. Eye Test Requested 6. @ Howis performance assessed during the Performance and D Review (PDR)?
[l Change of FTE/Hours or Roster #462 0. Manager Approval Requested 7. € Who needs to complete a Performance and D Review?
[l Customer Service Request #458 - Job Evaluation 1. Customer Service Request for Action 8. @ What happens if T have an accident at the weekend?
[l Customer Service Request #455 - Payroll Enquiries 0. Service Request awaiting Assignment: 9. @ When are applications due for promation?

|l Customer Service Request #450 - Annual Leave 0. Service Request awaiting Assignment 10. ) What happens after the Performance and D Review (PDR) meeting?

[l Customer Service Request #442 - Accidents 0. Service Request awaiting Assignment

[l Customer Service Request #441 - Medical Certificates 0. Service Request awaiting Assignment

[l Customer Service Request #437 - Annual Leave 0. Service Request awaiting Assignment

[l Customer Service Request #434 - Academic Promations and Review 0. Service Request awaiting Assignment

[l Customer Service Request #430 - Job Evaluation 0. Service Request awaiting Assignment

3. This will take you to the customer service request screen. Your contact details will automatically populate the “Customer
details” section. Please complete the remainder of your request details, as shown on the next page:

Updated 30 July 2010



w tOUChDOint search [l [v]for[>>>searchText <<

Lodged By: Employee, John Date Lodged: 30-Jul-2010 &6:15 PM
* Start Dats Jul-2 Cat d
ai Your basic details will be iishi ettt
automatically populated.
Customer Details
Hame: 5> Contact Search Text <<< / (][ Remove |[ todate—. |[ -1
‘Bl;icyee, John (Initial Contact) >
‘Organisation:
Address: E-Maik: john.emplayes @otago.ac.nz
Phone (Work): 1234 Phone (Home):
= Select your topic from the =
dropdown menu (these are the
same fopics as provided on the
= T web self service). You can aftach a document fo your request, simply by @
- 3 V. electing "attach new" - this works exactly the same

* Topic: [Payroll Enuiries ] way as attaching a file to an e-mail.
* Details: Please can you provide a reconiiation of my annual leave, T thought the balance would

be 23 days, but it s showing in the web kiosk as 21 days (as per the attached . Aftachments remain attached to a request unless you

screenshot) Enter the defails of your specifically delete them

request her :

Thanks, John

Tip: e lly assigned > N 3 This tip gives a suggestion on which I \
group to assign your request to,

depending on the topic you've selected.

Attach lew.

Autor Date Changed Attached By Date Attached

From the drop-down menu, select which =
fteam within HR you would like to route your l L

* Action Officer: Group [s¢][ Payroll services [v] requestto. The above tip gives you a
- - suggestion on which team might be best,
EECETB depending on your topic.
Escalation 2:
Escalation 3:
Also Notify: ‘ Add User...
Please click on "Save Customer Service Request" to submit your
Calendar Profile: s request. Once you have saved your request, it will appear in your
"my requests" list, and you will receive an e-mail providing you with
e e a link to track your request's status.

—

[ Save Customer Service Request | [ SaveandAdd Another ]
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