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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: 

 

 

 

2. Complete the details of your request. 

 

 

 

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

topic you selected. 

 

4. 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 

password when you click on this link. 

 

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

 

 

 

   

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

 

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: 
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