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Login information
« The instance URL to be used for the HCL BigFix Service Management trial is:

* You must have been provided with four sets of login credentials, one each for the following roles:

« Consumer

« Approver

» Fulfiller/Support User
 Manager

« If at any time during your trial, you require assistance, please reach out to us at
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https://support.dryice.ai/
mailto:bigfixsm.trial@hcl-software.com
mailto:bigfixsm.trial@hcl-software.com
mailto:bigfixsm.trial@hcl-software.com

Log into the HCL BigFix Service Management instance

Click on the URL

and use the consumer role credentials to log into the instance.

Click on Sign In upon entering the credentials.

Sign in to your account

Username or email

consumer-microrobotics@hclt.com

Password

Forgot Password?

Or sign in with

Your corporate ID

New user? Register

HCLSoftware
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Landing Page

« Upon logging in, you will see the consumer homepage of HCL BigFix Service Management.

* You can make use of the navigation arrows in the featured section to browse through the service offerings.
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Browse through the offerings

« To view the service offerings segregated by business functions specific categories, click on List View button towards the top
right of your screen.
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Browse through the offerings

» The business function specific category view is visible towards the left.

» Click on Categories to expand the section. You may choose to expand each category to view the service offerings available

to place an order / request.
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Browse through the offerings

« Once you have browsed through the categories, to go back to the previous view, click on the card view button on the top

right of your screen.

Home > Categories
GENERAL

- Featured Categories (10)

- Most Popular

'%' Standard Change Request

o
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Global Search

« Type in ‘Onboarding’ on the Global Search section of the consumer homepage and basis the keyword typed in; the related
service offerings will appear for selection.

* Click on Employee Onboarding offering.
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Offering Details

* You can view the offering details such as its description, optional components, contacts, specifications, reviews and ratings.

« Scroll down to view the complete offering details.

Employee Onboardlng

*wxhk (0/5based on 0 revie
Add to Cart Proceed

PRODUCT DESCRIPTION

You've opted to begin the on-boarding process of an employee. In order to accurately provision hardware and services that the new employee will require,
IT requires additional information from you. Please select the appropriate options for employees. As part of this request, an active directory account will be
created by default to login to organization's systems and network. This request will deliver a computer, mobile device and software that are most suited for

SERVICE CONTACTS see product details

Micro Robotics PACKAGE CONTAINS
Component Description
Computer Dell Optiplex 7060

Micro Supports
OPTIONAL COMPONENTS

Add Component

Desk Phone
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Components Selection

A service offering can have multiple components, which includes the core component and the optional components.

The core component is selected by default whereas you can click and select from the list of available optional components.

Micro Robotics

Micro Supports

PACKAGE CONTAINS -
Component Description
Computer Dell Optiplex 7060

OPTIONAL COMPONENTS

Add Component

Desk Phone

Mobile Emailing
Mobile Phone
Peripherals
Software

PRODUCT DETAILS RATINGS & REVIEWS

Specifications
Feature

Scope

Onboarding

Employee

HCLSoftware
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Proceed to Checkout section

Click on Proceed , to move to the next section and provide information against the selected service offering.

Alternatively, Add to Cart provides you the option to place the order at a later point in time or order multiple offerings

together.

Home

SERVICE CONTACTS

Micro Robotics

Micro Supports

Employee Onboarding

* %% %% (0/5 basec
Add to Cart

PRODUCT DESCRIPTION

You've opted to begin the on-boarding process of an employee. In order to accurately provision hardware and services that the new employee will require,
IT requires additional information from you. Please select the appropriate options for employees. As part of this request, an active directory account will be
created by default to login to organization's systems and network. This request will deliver a computer, mobile device and software that are most suited for
an executive employee. Additional hardware, software and access can be requested via separate service requests after this request has been fulfilled.

see product details
PACKAGE CONTAINS

Component Description

Computer Dell Optiplex 7060

OPTIONAL COMPONENTS

Add Component

Desk Phone

1<

HCLSoftware
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Checkout - Provide Information

Expand the provide information section and type in ‘consumer’ followed by selecting Service Consumer.

Service Consumer is the user which you are logged in with; in case you are using a different user, select that one instead.

Checkout

idj) Employee Onboarding

Components

Provide Information *
Employee Profile *
Employee's Name and User ID*
Employee's Date of Joining*

Does the employee require access to the shared
Network Drive?

Hardware and Peripherals *

Software *

Service Consumer (213234967076)

Micro Robotics

consumer

O Yes

O No

Ordering Information

Requesting For *

Select

-

Submit

Return to Service Catalog

HCLSoftware
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Checkout - Provide Information

» Upon selecting Service Consumer as the response to the Employee’s Name and User ID question, you will see that the
consumer’s department, cost centre, location details are populated automatically from the foundation data.

» Further, provide responses to the questions that follow. The asterisk symbol indicates that a response is mandatory.

Employee's Name and User ID* Service Consumer (213234967076) X

Email

Department

Micro Robotics_Dept

Caost Centre

Micro Robotics Cost Center

Location

Micro Robotics NORAM

Manager Name

Employee's Date of Joining* 2024-07-23

Does the employee require access to the shared & ® Yes
Network Drive? -

HCLSoftware =



Checkout - Provide Information

« Expand the next section to which response is mandatory and provide the details, in this case Hardware and Peripherals.

l!; Employee Onboarding - Ordering Information
S SRR

Requesting For *
Components < Select v
Provide Information * -
Submit

* + .
Employee Profile Return to Service CE‘IIHQFJ’

Hardware and Peripherals * -

Select the type of computer applicable to the * Standard Laptop (Windows) v
employee's profile

Software * +
Desk Phone +
Mobile Phone * o

HCLSoftware



Checkout - Provide Information

» Repeat the same by providing a response for the Software section.

( g; mployee Onboarding - Ordering Information
-

Requesting For *

Components + Select v

Provide Information * -

Submit
1 *
Employee Profile B Return to Service Catalog
Hardware and Peripherals * +
Software * -
Does the employee's profile require M365 suite license?* ® Yes
O No
Desk Phone +
Mobile Phone * +

HCLSoftware



Checkout - Provide Information

» In this case, the Desk Phone section is not mandatory, but you may choose to type in the cubicle number for desk phone
delivery.

Checkout

g;-“] Employee Onboarding = Ordering Information
=

Requesting For *

Components + Select v

Provide Information * -
Submit

Employee Profile * * Return to Service Catalog
Hardware and Peripherals * +
Software * &
Desk Phone -
Enter employee's Cubicle number F53
Mobile Phone * +

HCLSoftware 1



Checkout - Provide Information

« The Mobile Phone section is the last one to be filled; select from the available options to record the responses.

* You can choose to expand each section to check the responses provided as well.

Checkout

y o -\_. - . .
( U; Employee Onboarding Ordering Information

Requesting For *

Components + Select v

Provide Information * -

Submit
=y * Return to Service Catalog
Hardware and Peripherals * +
Software * +
Desk Phone +
Mobile Phone * -

Do you want to enable official emailing on employee's * ® Yes

mobile device?
L) No

HCLSoftware



Ordering Information - Self / On Behalf

« Under the Ordering Information section towards the right of your screen, select Self to place the order for yourself.
« Selecting Other Person will prompt you to provide the user information for whom you would like to place the order.

» Click on Self and then on Submit button to complete placing the order.

Checkout

*;I Employee Onboarding = Ordering Information

Requesting For *

Components + Self v
Select
Provide Information * -
Other Person
1 iR o
e Return to Service Catalog
Hardware and Peripherals * +
Software * +
Desk Phone +

Mobile Phone * -

Do you want to enable official emailing on employee's  * ® Yes
mobile device? O No

HCLSoftware 1



My Requests

« Upon placing the order / request, you will automatically be navigated to the My Requests section wherein you can view the

latest request on top of the list view.

» If you had placed the request on behalf of someone else, you would see the request under Others section.

My Requests My Assets/Cls

Others  Watching

Request ID

Search here

REQO00000015781-ITM000000015762
REQO00000015715-ITM000000015693
REQO00000015714-ITM000000015692
REQO00000028305-INCO00000015912
REQO00000028304-INCO00000015911
REQO00000028303-INC0O00000015910
REQO00000028302-INCO00000015909

REQO000000028301-INCO00000015908

Show: 10

My Notifications

Service/Cl Name
Search here

Employee Onboarding

Raise a PF claim enquiry

Request for HR connect

Report an Issue

Report an Issue

Report an Issue
Generic_Service_Cl-Micro Robotics

Report an Issue

Requested For Self

Search here

Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer

Service Consumer

N

Submitted Date ~

Search here

2024-07-22 13:49:39
2024-07-02 11:25:44
2024-07-02 11:25:44
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:40

2024-07-02 11:25:40

Modified Date

Search here

2024-07-22 13:49:39
2024-07-0211:25:44
2024-07-02 11:25:44
2024-07-09 10:45:19
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:40

2024-07-02 11:25:40

Status

8 selected w

Under Fulfillment
Under Fulfillment
Under Fulfillment
Submitted
Submitted
Submitted
Submitted

Submitted

HCLSoftware
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My Requests

» Click on the request placed and you will see the request details open on the right of your screen.

* You can scroll down and expand each section of the selected request to browse through its details.

My Requests My Assets/Cls

i@ Others  Watching

Request ID

Search here

REQO000000015781-ITM000000015762
REQO00000015715-ITM000000015693
REQO00000015714-ITM000000015692
REQO00000028305-INC0O00000015912
REQO00000028304-INCO00000015911
REQO000000028303-INC000000015910
REQO00000028302-INCO00000015909

REQO00000028301-INCO00000015908

Show: 10 W

My Notifications

Service/Cl Name
Search here

Employee Onboarding
Raise a PF claim enquiry
Request for HR connect
Report an Issue

Report an Issue

Report an Issue

Generic_Service_Cl-Micro Robotics

Report an Issue

Requested For Self
Search here

Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer

Service Consumer

]

Submitted Date ~
Search here

2024-07-22 13:49:39
2024-07-02 11:25:44
2024-07-02 11:25:44
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:40

2024-07-02 11:25:40

Modified
Search he

2024-07-.
2024-07-1
2024-07-
2024-07-
2024-07-1
2024-07-
2024-07-

2024-074

»

REQO00000015781-ITM000000015762

Employee Onboarding

REQUEST DETAILS

Service Name
Requested For
Service Value
Status

Request Type

Task Progress @

Requestor Information

Approval

Employee Onboarding
Service Consumer
Not Applicable

Under Fulfillment

Fulfillment

HCLSoftware
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My Requests

« The status of the request reads Under Fulfillment instead of Pending Approval, meaning that this service offering does not
require any approval.

« Expand the Approval section to confirm the same and you can view the approval not required message.

Request ID Service/Cl Name Requested For Self Submitted Date ~ Modified REQO00000015781-ITM000000015762 %
Search here Search here Search here Search here Search he Employee Onboa rcling
REQO000000015781-ITM000000015762  Employee Onboarding Service Consumer 2024-07-22 13:49:39  2024-07-. REQUEST DETAILS
REQOQ00000015715-ITMO00000015693  Raise a PF claim enquiry Service Consumer 2024-07-0211:25:44  2024-07-
Service Name Employee Onboarding
REQO00000015714-ITM000000015692  Request for HR connect Service Consumer 2024-07-02 11:25:44  2024-07-
Requested For Service Consumer
REQO0O0000028305-INCO00000015912  Report an Issue Service Consumer 2024-07-0211:25:41  2024-07-
Service Value Not Applicable
REQO00000028304-INCO00000015911  Report an Issue Service Consumer 2024-07-0211:25:41  2024-07-1
Status Under Fulfillment
REQO00000028303-INCO00000015910  Report an Issue Service Consumer 2024-07-02 11:25:41  2024-07-
Request Type Fulfillment
REQO0O0000028302-INCOD0000015909  Generic_Service_Cl-Micro Robotics  Service Consumer 2024-07-02 11:25:40 2024-07-
REQO00000028301-INCO00000015908  Report an Issue Service Consumer 2024-07-02 11:25:40  2024-07- Task Progress (@) o+
>
Requestor Information +
Show: 10 w 1
Approval -
This service does not require any approval
Item Components +

HCLSoftware 2



My Requests - Task Progress

» Scroll upwards and expand the Task Progress section to view the pre-configured fulfillment tasks that are a part of this
request.

» Clicking on the information symbol beside the Task Code will show a glimpse of the task details.

« The first task is in Assigned status and the other two are in Draft implying that they will change status upon completion of the
firg”

Request ID Service/Cl Name Requested For Self Submitted Date ~ Modified REQO000000015781-ITM000000015762 %
Search here Search here Search here Search here Search he Employee Dnboarding

REQO000000015781-ITM000000015762  Employee Onboarding Service ( QUEST DETAILS

TASK DETAILS COMMENTS AUDIT LOG e —
REQO00000015715-ITM0O00000015693  Raise a PF claim enquiry Service (

Tack Cod ek . rvice Name Employee Onboarding
REQ000000015714-ITM000000015692  Request for HR connect Service (22K -OC€ 50000000599

) quested For Service Consumer
REQ000000028305-INC000000015912 ~ Report an Issue Service ( 1ask Type Implementation
rvice Value Not Applicable
REQ000000028304-INCO00000015911  Report an Issue Service ¢ ¢, Desk phone to make
Y . '
internal/external calls atus Under Fulfillment

REQO00000028303-INC0O00000015910  Report an Issue Service (

Service Employee Onboarding quest Type Fulfillment
REQO00000028302-INCO00000015909  Generic_Service_Cl-Micro Robotics ~ Service (

_ Sequence 1
REQO000000028301-INCO00000015908  Report an Issue Service ( ask Progress _
- Assignment Group Cl'.1ange Management
Micro Supports
Expected
Show: 10 v 1 Hop Count 0 Task Code Status  Fulfiller Completion

HCLSoftware =2



My Requests - Comment and Updates

Left image - Scroll to the bottom of the page and click on Post a Comment followed by typing a comment and clicking on

Post.

Right image - Click on View Updates to view the comment posted and other sta

Requestor Information
Approval

I[tem Components
Information Provided
Attachments

Watcher Details

Attach Files View Updates

*Write your comment

| need an update on this ticket.

Post

+

TSK000000005997 ®

TSK000000005998 @

TSK000000006001 @

Requestor Information
Approval

I[tem Components
Information Provided

Attachments

Watcher Details

Attach Files View Updates

2024-07-22 14:03:03
I need an update on this ticket.

2024-07-22 13:49:39
Status set to Under Fulfillment

tus uidates (if any) on the request.

HCLSoftware
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My Requests - Watcher Detalils

Left image - Expand Watcher Details section and type in ‘approver’ followed by selecting Service Approver and clicking on
Add Watcher. This will ensure that the added watcher will receive all the request updates via notifications.

Right image - The watcher is added, and the details are visible under Watcher Details section of this request.

Information Provided

Attachments

Watcher Details

approver

Service Approver

I =
Watchers
Member

No Data Available

Attach Files View Updates

2024-07-22 14:03:03
I need an update on this ticket.

2024-07-22 13:49:39
Status set to Under Fulfillment

Information Provided
Attachments

Watcher Details

Enter watcher name

Add Watcher Start Watching

Watchers
Member

Service Approver @

Post a Comment Attach Files

2024-07-22 14:03:03
I need an update on this ticket.

2024-07-22 13:49:39
Status set to Under Fulfillment

() External user

View Updates

HCLSoftware
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My Requests

* Once you have browsed through details of the request, scroll up the screen and click on cross button to close the request
details visible towards the right.

» This will show the complete list view and you can choose to view the details of other requests as well.

Show:

REQ000000015781-ITM000000015762
REQO00000015715-ITM000000015693
REQ000000015714-ITM000000015692
REQO00000028305-INC000000015912
REQO00000028304-INC000000015911
REQO000000028303-INC000000015910
REQO000000028302-INCO00000015909

REQO000000028301-INCO00000015908

10

My Requests My Assets/Cls My Notifications

Others

Request ID

Search here

Service/Cl Name

Search here

Employee Onboarding

Raise a PF claim enquiry

Request for HR connect

Report an Issue

Report an Issue

Report an Issue
Generic_Service_Cl-Micro Robotics

Report an Issue

Requested For Self

Search here

Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer

Service Consumer

K

Submitted Date ~

Search here

2024-07-22 13:49:39

2024-07-02 11:25:44

2024-07-02 11:25:44

2024-07-02 11:25:41

2024-07-02 11:25:41

2024-07-02 11:25:41

2024-07-02 11:25:40

2024-07-02 11:25:40

Modified

Search he

2024-07-.
2024-07-
2024-07-
2024-07-
2024-07-
2024-07-
2024-07-

2024-07-

»

REQO00000015781-ITM0O00000015762

Employee Onboarding

REQUEST DETAILS

Service Name
Requested For
Service Value

Status

Request Type

Task Progress @

Requestor Information

Employee Onboarding
Service Consumer
Not Applicable

Under Fulfillment

Fulfillment

HCLSoftware
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Navigation to Homepage

« Click on Home hyperlink on the top left of your screen to navigate back to the consumer homepage / initial landing page.

| Home > My View

My Requests My Assets/Cls

=il Others  Watching

Request ID

Search here

REQO00000015781-ITM000000015762
REQ000000015715-ITM000000015693
REQ000000015714-ITM000000015692
REQO00000028305-INC000000015912
REQO00000028304-INC000000015911
REQO000000028303-INC000000015910
REQO00000028302-INCO00000015909

REQO00000028301-INCO00000015908

Show: 10 v

What Are You Looking For...

My Notifications

Service/Cl Name
Search here

Employee Onboarding

Raise a PF claim enquiry

Request for HR connect

Report an Issue

Report an Issue

Report an Issue
Generic_Service_Cl-Micro Robotics

Report an Issue

Requested For Self

Search here

Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer

Service Consumer

Submitted Date ~
Search here

2024-07-22 13:49:39
2024-07-02 11:25:44
2024-07-02 11:25:44
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:40

2024-07-02 11:25:40

Modified Date

Search here

2024-07-22 13:49:39
2024-07-02 11:25:44
2024-07-02 11:25:44
2024-07-09 10:45:19
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:40

2024-07-02 11:25:40

Status
8 selected v

Under Fulfillment
Under Fulfillment
Under Fulfillment
Submitted
Submitted
Submitted
Submitted

Submitted

HCLSoftware
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Global Search

Since we placed an order without an approval the last time around, lets try doing that for another request which has an

approval configured against it this time.

Use the global search and type new laptop followed by selecting the New Laptop Request offering.

New Laptop

New Laptop Request
Featured T

N 4T R p SN
BAA " . [ [ pplication/Software (- €% "
( ;_o/,' Access Restricted Website \ 1)) Access Request \ 0/,' Employee Onboarding

\;7/ T p ™

% %k % ko ok

Coming Soon Free My Favourites

% Jc %k k

Most Popular New Launches

( ‘L> | Raise a PF claim enquiry t L@ | Request for HR connect
\—/ \\7-//

L 8 8 & 1

LB B 8 & 1

Y
'ﬁ\%) Global Claims

% % ok K

ITE

-~

/@\ IP Phone and USB Headset
\ /,a‘ Allocation

o ¥

LR 2 8 & 4

< >
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Offering Details - Approval Required and Add to Favourites

* You can view the offering details. The two options to the left of the Add to Cart and Proceed buttons indicate Approval
Required (thumb with the information icon) and Add to Favourites (heart icon).

« Upon clicking on the heart icon, the offering is added to My Favourites section on your homepage.

e Click on Proceed.

New Laptop Request

* % K Kk (0/5 based on 0 reviews)

PRODUCT DESCRIPTION

Dell laptops typically run on the Windows operating system, but some models use Linux or ChromeOS. They offer a wide range of configurations, including
different processors, memory (RAM), storage, and graphics options. Some Dell laptops come with a touch screen, while others have a traditional non-touch
display.

ee proauct aetalls

PACKAGE CONTAINS

SERVICE CONTACTS
Component Description

Micro Supports New Laptop New Laptop Request

PRODUCT DETAILS RATINGS & REVIEWS
Micro Supports

Specifications

HCLSoftware 2



Provide Information - General Information

« Expand the General Information section and provide responses against each of the mandatory questions.

/‘-: New Laptop Request
Components
Provide Information *
General Information *
Type of Laptop*
Select a model type*
OS Requirement*
Reason for request*
Mode of contact*
Mobile Number*

Date of Joining*

Standard

Dell Latitude 7340

Standard Image

Replacement Request

Mobile

9999999999

2024-07-24

Ordering Information

Requesting For *

Select ~

Submit

Return to Service Catalog

HCLSoftware
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Ordering Information

« Expand the Delivery section and type the shipping address to which the package needs to be delivered.

« Once done, under Ordering Information on the right of your screen, select Self in Requesting For followed by clicking on
Submit to place the order / request.

Checkout

i\ Newllanton Reaumst - Ordering Information

Requesting For *

Components + Self v

Provide Information * -

Submit
General Information * + L
Return to Service Catalog
Delivery * -
Shipping Address* 841, Link Street, Park Strait

HCLSoftware 30



My Requests - Approval Trigger

« Upon placing the order / request, you will be automatically navigated to the My Requests section wherein you can view the

latest request on top of the list view.

» Click on the request to open its details on the right followed by expanding the approval section. This offering had an
approval configured which can be seen here since it is in process of being triggered by the system.

Sl Others  Watching

Request ID

Search here

REQO00000015782-ITM000000015763
REQO00000015781-ITMO00000015762
REQO000000015715-ITM000000015693
REQO000000015714-ITM000000015692
REQO000000028305-INC000000015912
REQO000000028304-INC0O00000015911
REQO000000028303-INC000000015910
REQQ00000028302-INC0O00000015909

REQO000000028301-INC000000015908

Show: 10 w

Service/Cl Name
Search here

New Laptop Request

Employee Onboarding

Raise a PF claim enquiry

Request for HR connect

Report an Issue
Report an Issue

Report an Issue

Generic_Service_Cl-Micro Robotics

Report an Issue

1]

Requested For Self

Search here

Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer
Service Consumer

Service Consumer

Submitted Date ~
Search here

2024-07-22 15:22:32
2024-07-22 13:49:39
2024-07-02 11:25:44
2024-07-02 11:25:44
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:41
2024-07-02 11:25:40

2024-07-02 11:25:40

Medified

Search he
2024-07-.
2024-07-.
2024-074
2024-07-
2024-074
2024-07-
2024-07-
2024-074

2024-07-1

3

REQO00000015782-ITM0O00000015763 X
New Laptop Request

REQUEST DETAILS

Service Name New Laptop Request

Requested For Service Consumer

Service Value Not Applicable

Status Pending Approval

Request Type Fulfillment
Task Progress +
Requestor Information +
Approval -

Approval is being triggered. Please try later!

HCLSoftware

31



My Requests - Approval Details

« Wait for a couple of minutes and refresh the page, post which you can scroll down the request details and expand the

Approval section.

» Click on the amber indicator to view the name of the approval group / individual with whom the approval is pending; in this

case it is Service Approver i.e., the approval user (one of the four role-wise login credentials passed onto you for this trial).

Show:

10

REQ000000028302-INC0O00000015909

REQO000000028301-INCO00000015908

v

Generic_Service_Cl-Micro Robotics

Report an Issue

Service Consumer

Service Consumer

2024-07-02 11:25:40  2024-07- Task Progress

2024-07-02 11:25:40  2024-07-

5 Requestor Information

Approval

Level Approver

D Levell Service Approver

Approver Comment

Name Comments

Service Approver

Watcher Details

Post a Comment Attach Files

Cancel Request

+
N
Date & Time
+
+
4
S
View Updates

HCLSoftware
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Logout of Consumer Role

» Scroll up and click on the My Account button (User icon) on the top right of your screen followed by clicking on Logout.

« This will log you out of the Service Consumer role, you are currently logged in with.

What Are You Looking For...

Sgr;riéeFConSumer
Home > My View
y My Delegations
My Requests My Assets/Cls My Notifications My Profile
Others  Watching
Request ID Service/Cl Name Requested For Self Submitted Date ~ Modified REQOO0D00015782-ITM000000015763
Search here Search here Search here Search here Search he New Laptop Request
REQO00000015782-ITMO00000015763  New Laptop Request Service Consumer 2024-07-22 15:22:32  2024-07-. REQUEST DETAILS
REQO00000015781-ITM000000015762  Employee Onboarding Service Consumer 2024-07-22 13:49:39  2024-07-
Service Name New Laptop Request
REQO00000015715-ITM0O00000015693  Raise a PF claim enquiry Service Consumer 2024-07-02 11:25:44  2024-07-
Requested For Service Consumer
REQO000000015714-ITM000000015692  Request for HR connect Service Consumer 2024-07-02 11:25:44  2024-07-
Service Value Not Applicable
REQO000000028305-INCO00000015912  Report an Issue Service Consumer 2024-07-02 11:25:41  2024-07-
Status Pending Approval
REQO00000028304-INCO00000015911  Report an Issue Service Consumer 2024-07-02 11:25:41  2024-07-
Request Type Fulfillment
REQO000000028303-INCO00000015910  Report an Issue Service Consumer 2024-07-02 11:25:41  2024-07-
REQO00000028302-INCO00000015909  Generic_Service_Cl-Micro Robotics ~ Service Consumer 2024-07-02 11:25:40 2024-07- Task Progress +
REQO00000028301-INCO00000015908  Report an Issue Service Consumer 2024-07-02 11:25:40  2024-07-

HCLSoftware
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Login using Approver Role

« Use the approver role credentials to log into the instance.

« Click on Sign In upon entering the credentials.

Sign in to your account

Username or email

approver-microrobotics@hclt.com

Password

Forgot Password?

Or sign in with

Your corporate |D

New user? Register

HCLSoftware 3¢



Landing Page

« Upon logging into the HCL BigFix Service Management consumer homepage, you will see all the service offerings available

for consumption.

» Navigate to the top right of the BigFix Service Management page and click on My Approvals button to view the requests

What Are You Looking For...

English | gj[?ﬂﬂt;b.

Featured
S S -~
([B=]) . . { 1" Application/Software
\—g/ Access Restricted Website \\/-' Access Request
e ke e e e e e ke e

Most Popular

/

r'//_\\\- f/ \‘.

(i) Raise a PF claim enquiry ( [E1g]) Request for HR connect
=/ i/

e K ek K e e ek

o\
| Employee Onboarding ( QED | Global Claims
o/ N

My Approvals

@ IP Phone and USB Headset

\ ;l Allocation
. -

7 e ek

< P
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My Approvals

» Click on the request pending for approval from the list view.

* You may choose to expand each section under the Request Details section to browse through all the information.

Request ID Service/Cl Name Requested For Submitted Date ~ Status REQO00000015782-ITM000000015763
Search here Search here Search here Search here Select v New Laptop Request
ITM000000015763 New Laptop Request Service Consumer 2024-07-22 15:22:32 Pending for approval REQUEST DETAILS
Show: 5 ~ Work Item ID ITMO00000015763
Service Value Not Applicable
Submit Date 2024-07-2215:22:32
Status Pending for approval
Requestor Information +
Approval o+
Item Components +
Information Provided +
Attachment +
Reject Refer Back

HCLSoftware 3¢



My Approvals

» There are one of three actions that you can take on a request pending approval, namely Approve, Reject and Refer Back.

» Click on Approve and type in your approval comments before clicking on Yes to provide approval on the request.

Requestor Information +
Approval +
I[tem Components +
Information Provided +
Attachment -+
Reject Refer Back
Additional Approvers (Optional) +

* Approval Comments

Approved for appropriate fulfillment.

Are you sure you want to approve?

Yes No

HCLSoftware <



Approved Successfully

« Upon providing your approval, you will see a confirmation message stating that the request was approved successfully.

« Click on OK and you will navigate back to the My Approvals list view.

Approved Successfully

B3

HCLSoftware 3¢



Approved Requests

« The filters on My Approvals list view show the requests pending approval by default.

* You can filter the Status column and choose to view the request you just approved.

My Approvals

Request ID Service/Cl Name Requested For Submitted Date ~ Status
Pending
ITM000000015763 New Laptop Request Service Consumer 2024-07-22 15:22:32 Approt ) ,
— Rejected
Show: 5 w 1 Referred Ba

HCLSoftware 3®



Logout of Approver Role

Click on the My Account button (User icon) on the top right of your screen followed by clicking on Logout.
This will log you out of the Service Approver role you are currently logged in with.

We can proceed to using the fulfiller role next for request fulfillment.

English | rpj[%](fbb.

S‘ervicevApprover
Home > My Approvals
) My Delegations
My Approvals My Profile
Request ID Service/Cl Name Requested For Submitted Date ~ Status
Search here Search here Search here Search here Approved v
ITM000000015763 New Laptop Request Service Consumer 2024-07-22 15:22:32 Approved
Show: 5 w 1

HCLSoftware
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Login using Fulfiller Role

» Use the fulfiller role credentials to log into the instance.

« Click on Sign In upon entering the credentials.

Sign in to your account

Username or email

fulfiller-microsupports@hclt.com

Password

Forgot Password?

Or sign in with

Your corporate ID

New user? Register

HCLSoftware +



Landing Page - Left Navigation Pane

« Upon landing on the homepage, navigate to the left top of your screen and click on Application Menu.

» The reason you see No Data Found on the homepage is because, for the purpose of this trial, there are no offerings
available for consumption by the fulfiller role.

What Are You Looking For... = English | D) E?ﬂ o=} .

Application Menu
Most ropuiar

No Data Found

« Click on Work Item Board from the left navigation pane.

anw

) Service Catalog

I EJ Work Item Board I

& Reports Work Item Board

40
m

Rules

&}

On-call Scheduling

&

Supplier Scorecard
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Work Item Board - List View

« The work item board of HCL BigFix Service Management provides a fulfiller with the list view of different types of tickets.
* In this case, by default, you will land on Assigned to me sub-section under Task section.

* You can view all the tasks - be it fulfillment tasks, incident tasks, problem tasks and change tasks in this list view.

Home > Work Item Boar 1-4 of 4
Task(4) Fulfillment Incident Problem Change Appointment Action
Assigned to my groups  All Last 30 days
Task ID Work Item ID SLA Status  Service Name Cl Name Company Summary Status Work Item  Reported On
Search here Search here Search here Search here Search here Search here 3 selected « Select - Search here
TSK000000005895  INCO00000015912 Report an Issue  Generic_Service_Cl-Micro Robot...  Micro Robotics  Reproduce the issue Assigned Incident 2024-07-02 11:25:4<
TSK000000005894  PRB0O00000010379 Generic_Service_Cl-Micro Rabot...  Micro Robotics ~ Validate the permanent fix ~ Assigned Problem 2024-07-02 11:25:45
O TSKO00000005893 PRBO00000010379 Generic_Service_Cl-Micro Robot...  Micro Robotics  Identify the root cause Assigned Problem 2024-07-02 11:25:44
TSKO00000005892  PRBOOO000010379 Generic_Service_Cl-Micro Robot...  Micro Robotics  Investigate the issue Assigned Problem 2024-07-02 11:25:44
>
Show: 10 v 1

HCLSoftware



Work Item Board - List View

» Since we are looking to fulfill a request here, click on Fulfillment section followed by Assigned to my groups sub-section to
view all the fulfillment tickets that are assigned to your group.

» The filters are set to show tickets generated in the last 30 days and for certain status values by default, with the option to
apply filters as required.

1-4 of 4

Task Fulfillment(4) Incident Problem Change Appointment Action

Assigned to me  WLSSELERGEG RGN All 5 Last 30 days

Request ID Work Item ID SLA Status  Service Name Company Status Fulfiller Group Requested For Requested On
Search here Search here Search here Search here 3 selected v Select v Search here earch here
REQO00000015782  ITM000000015763 New Laptop Request Micro Robotics  Under Fulfillment ~ Windows Support Micro Supports Service Consumer  2024-07-22 15:22:32
REQO00000015781  ITM000000015762 Employee Onboarding Micro Robotics ~ Under Fulfillment  Cloud Services Support Micro Supports ~ Service Consumer = 2024-07-22 13:49:39
REQ000000015715  ITM000000015693 Raise a PF claim enquiry  Micro Robotics  Under Fulfillment  IT Service Desk Micro Supports Service Consumer  2024-07-02 11:25:44
REQO00000015714  ITM000000015692 Request for HR connect  Micro Robotics  Under Fulfillment  IT Service Desk Micro Supports Service Consumer  2024-07-02 11:25:44
>
Show: 10 v 1

HCLSoftware #



Work Item Board - List View

« Click on the ticket you approved and is pending fulfillment, and the request details section will open towards the right.

» Click on the View Details button available towards the right to open the fulfillment ticket form and view its details.

Home

O

O

Show:

Request ID

Search here
REQO00000015782
REQO00000015781
REQOO00000015715

REQO00000015714

10

Work Item ID

Search here

ITMO00000015763
ITMO00000015762
ITMO00000015693

ITM0O00000015692

SLA Status

Service Name
Search here

New Laptop Request

Employee Onboarding
Raise a PF claim enquiry

Request for HR connect

]

Task Fulfillment(4) Incident Problem Change Appointment Action

Assigned to me  JEGHEGIERGN RGOl All

Company
Search here

Micro Robotics
Micro Robotics
Micro Robotics

Micro Robotics

Status

3 selected v

Under Fulfillment
Under Fulfillment
Under Fulfillment

Under Fulfillment

Fulfiller G

Select

Windows
Cloud Ser
IT Service

IT Service

4

REQO00000015782-ITM000000015763

New Laptop Request

REQUEST DETAILS

Service
Company
Status
Requested For

Requested By
Fulfiller Group

Requested On

1-4of 4

fF) Last 30 days

A x

View Details

New Laptop Request
Micro Robotics
Under Fulfillment
Service Consumer
Service Consumer

Windows Support Micro
Supports

2024-07-22 15:22:32

HCLSoftware
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Fulfillment - Individual Assignment

» This is the fulfillment ticket form. You can browse through its details to begin with.

* Next, click on the Individual button and select Service Fulfiller (the role you are logged in with) to assign the ticket to

yourself.
Home * Work Item Board > Edit
FUlﬂllment (S Under Fulfillment ~ ¢ @ (‘b ® H : ~ X
REQO00000015782 == ITM000000015763
*Compan *Requestor o n
el 2 Activity Details
Micro Robotics Service Consumer )
*Service Requested Through COMMENTS AUDITLOG NOTIFICATIONS
New Laptop Request ® Web
Fulfiller Service Manager
Group Service Fulfiller P
Windows Support Micro Supports X Flease choose... o m Internal
Item Components + Comments +
Information Provided -
General Information _

HCLSoftware 4



Fulfillment - Save Form

» Click on Save button available towards the top right of the fulfillment ticket form to save the individual details you just
selected.

« This will ensure that you are able to make changes to this ticket, since it is now assigned to your name.

« Save button ensures that all the changes made on the form are saved.

Home * Work Item Board > Edit

oo  under Fulfiimen ~ | '
Under Fulfillment v v || | & X
REQO00000015782 == ITM0O00000015763 feer FHIETEn 7 @ ﬁ @& @

*Compan *Requestor .. . Save
el : Activity Details
Micro Robotics Service Consumer @

*Service Requested Through COMMENTS AUDITLOG NOTIFICATIONS
New Laptop Request ® Web
Fulfiller
Group Individual “
Windows Support Micro Supports X Service Fulfiller X | % Internal
Item Components + Comments +

HCLSoftware <+



Fulfillment - Activity Details

* You will receive a success message stating that the work item has been successfully saved.
« Work item in this case refers to the fulfillment ticket being worked upon.

« Click on Activity Details button to navigate and update / view the comments and activity log of this ticket.

tem Board
Fulfillment | ¢ = =
7T ) Under Fulfillment v 0 @ D@ B 2B X
REQO000000015782 >> ITM000000015763
= ; | Activity Details |
*Company *Requestor ‘
Work Item has been successfully saved .
Micro Robotics Service Consumer ®
*Service Requested Through
New Laptop Request ® Web
Fulfiller
Group Individual
Windows Support Micro Supports X Service Fulfiller X|® &
Item Components +

HCLSoftware 4



Fulfillment - Comments

« Type in a comment stating that the ticket is being worked upon and ensure that you have unchecked the Internal button
before clicking on Post.

» Internal button is checked by default to avoid information overload for the requestors. In case, you would like the requestor
to view the comment you have posted, uncheck the Internal button and then post the comment.

Fulfillment - -
© Under Fulfillment v QO @ ¥y ® E c R x
REQO00000015782 == ITM000000015763
*Compan *Requestor g :
20 g Activity Details
Micro Robotics Service Consumer @
*Service Requested Through COMMENTS AUDITLOG NOTIFICATIONS
New Laptop Request @ Web
The ticket is being worked upon and regular updates will be
posted.
Fulfiller
Group Individual 4
Windows Support Micro Supports X Service Fulfiller Xx @ & m L J_Elrlterna[
ltem Components + Comments +

Information Provided

General Information

Type of Laptop Standard

Select a model type Dell Latitude 7340

HCLSoftware



Fulfillment - Task

« A fulfillment request might require multiple tasks to be performed by different teams prior to fulfillment.

» Click on Task button to navigate and view / create task(s) against this fulfillment ticket.

Fulfillment &
REQOO00000015782 >> ITMO00000015763

*Company

Micro Robotics

*Service Requested

New Laptop Request

Fulfiller
Group

Windows Support Micro Supports

Item Components

Information Provided

General Information

Type of Laptop

®

*Requestor

Service Consumer

Through
Web

Individual

Service Fulfiller

Standard

Under Fulfillment ~

Task
Activity Details
®

COMMENTS AUDITLOG NOTIFICATIONS

m Internal

Comments -

BloccecBo 8 8: ¢ 8 x

“#

A W
Service Fulfiller & ; few seconds ag

The ticket is being worked upon and regular updates will be
posted.

System 21 25 ag
Changed Status from Pending Approval to Under Fulfillment

HCLSoftware
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Fulfillment - Task

The task form that you see towards the right of your screen can be used to create an ad-hoc task to seek involvement of a
team to perform a specific task. You can try this out for a different request at a later point during your trial.

For now, you can ignore this and scroll down using the right scroll bar, to view some pre-defined fulfillment tasks.

Fulfillment ¢
REQO00000015782 >> ITMO00000015763

*Company

Micro Robotics

*Service Requested

New Laptop Request

Fulfiller
Group

Windows Support Micro Supports

Itemn Components

Information Provided

General Information

@

*Requestor

Service Consumer

Through
Web

Individual

Service Fulfiller

Under Fulfillment ~

®

moel@o &8 @ x

* Summary

* Task Type

Select

* Assignment Group

Select

Additional Information

%~
(Characters Remaining: 4000/4000)
* Sequence

Assigned To

Select v

4
(Characters Remaining: 500/300)
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Fulfillment - Task

» Upon scrolling down, you will see that there are two tasks that were configured by the catalog manager for this specific
offering and therefore they need to be completed / cancelled as a part of fulfilling this request.

» The first task you see is in Assigned status whereas the second one below it is in Draft status indicating that they are
sequential tasks, and the second one will be triggered upon completion of the first one. If these tasks were configured to run
in parallel, both would have appeared to be in Assigned status upfront.

» Click on the first Task Code to open and view the task form.

Information Provided - P
(Characters Remaining: 500/500)
General Information - m
Type of Laptop Standard
Expected
Select a model type Dell Latitude 7340 Task Code Status Fulfiller Completion
0S Requirement Standard Image TSK000000006002 @  Assigned
Reason for request Replacement Request TSKD00000006003 @  Draft
Mode of contact Mobile
Mobile Number 9999999999
Date of Joining 2024-07-24
Delivery -
Shipping Address 841, Link Street, Park Strait

HCLSoftware =2



Task - Individual Assignment

« This is the task form. You can browse through its details to begin with.

* Next, click on the Individual button and select Service Fulfiller (the role you are logged in with) to assign the ticket to

yourself.
s  ssigned -
Assigned v sa || @ B i 2@ x
ITMOO0000015763 => TSK0O00000006002 & % @ O{: ~
* Requestor Compan g n
: . Activity Details

Service Consumer @ Micro Robotics
* Work ltem * Task Type COMMENTS AUDITLOG NOTIFICATIONS

Fullfilment Implementation
*Service Impacted Cl

New Laptop Request ®

%

Sequence Hop Count

| : E=
* Summary

New Laptop Request

#
(Characters Remaining: 3982/4000)
* Group Info Service Fulfiller
Asgignmen[ Group Service Managﬁ'r
IT Service Desk Micro Supports X Please choose... 2

HCLSoftware
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Task - In Progress Status Change

» Click on the status drop down and change the status of the task to In Progress, indicating that you are working on the ticket.

« Click on the Save button to record the status change.

Tosk  Assigned ~ |
Assigned v ® H ;| 2 & | x
ITMO00000015763 >> TSKO00000006002 & & O @ T < &
»In Progress
Requestor Company » Cancelled —
} ) ) In Progress
Service Consumer @ Micro Robotics » Assigned
* Work ltem * Task Type COMMENTS AUDITLOG NOTIFICATIONS
Fullfilment Implementation
*Service Impacted Cl
New Laptop Request ®
4
Sequence Hop Count
1 :  post |
* Summary

New Laptop Request

“
(Characters Remaining: 3982/4000)

* Group Info
Assignment Group Assigned To
IT Service Desk Micro Supports X Service Fulfiller X & @®

HCLSoftware



Task - Comments

« Type in a comment stating that the ticket is being worked upon followed by clicking on Post to keep the requestor informed.

Task 006 tadsion x

ITMO00000015763 >> TSKO0O0000006002

* Requestor Compan S 4
< sl Activity Details
Service Consumer @ Micro Robotics

* Work ltem * Task Type COMMENTS ~ AUDITLOG  NOTIFICATIONS

Fullfilment Implementation

The task is being worked upon and regular updates will be

*Service Impacted Cl provided.

New Laptop Request ®

Y

Sequence Hop Count

1 : [E=]
* Summary

New Laptop Request

V.
(Characters Remaining: 3982/4000)

* Group Info
Assignment Group Assigned To
IT Service Desk Micro Supports X Service Fulfiller X % @®
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Task - Parent Workitem Detalls

« If at any point in time, you would like to view or get a glimpse of the parent ticket (in this case fulfilment workitem) details,
you can click on the parent workitem details button available towards the right of your screen.

« Alternatively, in case you have the access to view the parent ticket form, then the hyperlink towards the top left of the task
form with the ITM ID can be used to navigate to the parent ticket form.

Task In Progress |
In Progress ~ . 2 B X
ITMO00000015763 >> TSK000000006002 & . 0 @ 0{: ﬁgﬁ © & ~

* Requestor Compan . .
3 pany Parent Workitem Details
Service Consumer @ Micro Robotics

* Work Item * Task Type Parent Workitem Id ITMO00000015763
Fullfilment Implementation . Windows Support Micro
Fulfiller Group SUDDOFTS
*Service Impacted Cl PP
New Laptop Request @ Fulfiller Service Fulfiller
Sequence Hop Count Components
1 0 No Component Is Available
* Summary Attachment +

New Laptop Request

#~
(Characters Remaining: 3982/4000)

* Group Info
Assignment Group Assigned To
IT Service Desk Micro Supports X Service Fulfiller X & ®

HCLSoftware s¢



Task - Reassignment

» In case you chose to navigate to the fulfillment ticket form, navigate back to the task form to try your hands on reassigning a
ticket from one assignment group to another.

» Click on the cross button against the Assignment Group field under Group Info section of the task form, to clear the current
assignment group selected.

» Click on Show ALL Groups in the same section to ensure that the Assignment Group section shows all groups available.

i | inProgress - (& :
In Progress v ©@ X % X
ITMO00000015763 >> TSK000000006002 5 . O @ 0{: % ~ .
* Requestor Compan oo q
E pary Activity Details

Service Consumer 0] Micro Robotics
* Work Item * Task Type COMMENTS AUDITLOG  NOTIFICATIONS

Fullfilment Implementation
*Service Impacted Cl

New Laptop Request @

7

Sequence Hop Count

1 : =
A

Summary Comments +
New Laptop Request

~
(Characters Remaining: 3982/4000)
* Group Info
Assignment Group Assigned To
Please choose... Service Fulfiller X

HCLSoftware 5



Task - Reassignment

» Click on the Assignment Group field and from the list of groups available, reassign the ticket to IT Service Desk group by
selecting that group.

» Click on Save button to ensure that the reassignment change has been recorded.

COMMENTS AUDITLOG NOTIFICATIONS

* Work ltem * Task Type
Fullfilment Implementation
*Service Impacted Cl
New Laptop Request @

Sequence Hop Count

Windows Support Micro Supports

Comments +
¢ Cloud Services Support Micro S...

. - 4
IT Service Desk Micro Supports (Characters Remaining: 3982/4000)

Change Management Micro Suppor...
M pport +  Assigned To

Please choose... Please choose...

HCLSoftware st



Task - Individual Assignment

Click on Save button to ensure that the individual is saved.

Click on the Individual button and select Service Fulfiller (the role you are logged in with) to assign the ticket to yourself.

Task

ITMQQ0000015763 == TSKO00000006002

* Requestor

Service Consumer

*Work Item

Fullfilment

*Service

New Laptop Request

Sequence

1

* Summary

New Laptop Request

* Group Info
Assignment Group

IT Service Desk Micro Supports

Company

Micro Robotics

* Task Type

Implementation

Impacted Cl

Hop Count
0

Assigned To

Service Fulfiller

Bo¢trcn:on>
Activity Details

COMMENTS AUDITLOG NOTIFICATIONS

Comments +

4
(Characters Remaining: 3982/4000)
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Task - On Hold Status Change

Click on the status drop down and change the status of the task to On Hold indicating that you are awaiting details or action
from someone else to continue working on this task.

If there is any service level configured against this task in the system, then this will ensure that its measurement is paused.

Task

* Requestor

Service Consumer

* Work Item

Fullfilment

*Service

New Laptop Request

Sequence

1

* Summary

New Laptop Request

* Group Info
Assignment Group

IT Service Desk Micro Supports

ITMO00000015763 >> TSKO00000006002

Company

Micro Robotics

* Task Type

Implementation

Impacted Cl

Hop Count
0

Assigned To

Service Fulfiller

(Characters Remaining: 3982/4000)

In Progress v O & £ & ® E & B x

» In Progress

» Completed [ )
P On Hold
» Cancelled S AUDITLOG NOTIFICATIONS

Comments +

#
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Task - On Hold Reason

» Click on the Hold Type dropdown field and select one amongst the available options.

* In this case, we are selecting Customer Action indicating that you require some details from the customer / requestor to
continue working on this task.

Task 906t & nion

ITM000000015763 >> TSK000000006002

* Requestor Compan
] el Put On Hold |
Service Consumer @ Micro Robotics

* Work Item * Task Type ok Tvpe
: . Customer Action v
Fullfilment Implementation
| Select
*Service Impacted Cl | Appointment Scheduled
New Laptop Request @ Change SChEUIEd
Customer Action
Sequence Hop Count ‘ Vendor Action
Part Replacement
1 0 —
* Summary

New Laptop Request

~
(Characters Remaining: 3982/4000)

* Group Info Show ALL Groups
Assignment Group Assigned To
IT Service Desk Micro Supports X Service Fulfiller X & @

HCLSoftware ¢



Task - On Hold Reason

Type in the reason for placing the ticket on hold as a comment followed by clicking on Submit.

The requestor will automatically be notified that the task has been placed on hold since there is customer action awaited.

Task

ITMO00000015763 >> TSKO00000006002

* Requestor

Service Consumer

* Work Item

Fullfilment

*Service

New Laptop Request

Sequence

1

* Summary

New Laptop Request

* Group Info
Assignment Group

IT Service Desk Micro Supports

Company

Micro Robotics

* Task Type

Implementation

Impacted Cl

Hop Count
0

Assigned To

Service Fulfiller

On Hold v BIO| &L lall@||B|E || ] X
Put On Hold
*Hold Type
Customer Action v
*Reason

Awaiting response from customer to proceed accordingly.

Submit

VZ
(Characters Remaining: 3982/4000)
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Task - In Progress Status Change

Click on the status drop down and change the status of the task to In Progress indicating that you are working on the ticket.

Type in comments in the Notes field followed by clicking on Submit, to record the status change and the comments entered.

Task
ITMO00000015763 >> TSKO00000006002
* Requestor

Service Consumer

* Work Item

Fullfilment

*Service

New Laptop Request

Sequence

1

* Summary

New Laptop Request

* Group Info
Assignment Group

IT Service Desk Micro Supports

Company

Micro Robotics

* Task Type

Implementation

Impacted Cl

Hop Count
0

Assigned To

Service Fulfiller

In Progress v

#~
(Characters Remaining: 3982/4000)

® 0 & + & © R

* Notes

The customer has responded to the query and therefore,

waork has been started again on this task.

Submit

=
211G X

HCLSoftware
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Task - Task Completion

Click on the status drop down and change the status of the task to Completed, indicating that you have completed working
on the ticket.

Task

ITMO0C0000015763 >> TSKO00000006002

* Requestor

Service Consumer

*Work ltem

Fullfilment

*Service

New Laptop Request

Sequence

1

* Summary

New Laptop Request

* Group Info
Assignment Group

IT Service Desk Micro Supports

Company

Micro Robotics

* Task Type

Implementation

Impacted Cl

Hop Count
0

Assigned To

Service Fulfiller

In Progress v

» In Progress
» On Hold
» Completed

» Cancelled

7~
(Characters Remaining: 3982/4000)

Groups

O@oi‘:#a@g'c@x

Details

Completed E AUDITLOG NOTIFICATIONS

Comments
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Task - Task Completion Notes

Type in comments in the Notes field followed by clicking on Submit, to record the status change and the comments entered.

Task

ITM0O00000015763 >> TSKO00000006002

* Requestor

Service Consumer

* Work Item

Fullfilment
*Service

New Laptop Request
Sequence

1

* Summary

New Laptop Request

* Group Info
Assignment Group

IT Service Desk Micro Supports

Company

Micro Robotics

* Task Type

Implementation

Impacted Cl

Hop Count
0

Assigned To

Service Fulfiller

Completed v

Vz
(Characters Remaining: 3982/4000)

BO|&| 4| & @B

* Notes

The task has been completed as requested.

Submit

S| %
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Navigation to Parent Workitem

« This task is now completed, and you can notice this from the fading out of the Status button.

* Next, since you have access to view the parent ticket form, click on the hyperlink towards the top left of the task form with

the ITM number, to navigate to the parent ticket form.

Task
Il ITMO0000001 5?63'33 TSK000000006002
* Requestor Company
Service Consumer @ Micro Robotics
* Work Item * Task Type
Fullfilment Implementation
*Service Impacted CI
New Laptop Request @
Sequence Hop Count
1 0
* Summary
New Laptop Request
* Group Info
Assignment Group Assigned To
IT Service Desk Micro Supports Service Fulfiller

COMMENTS AUDITLOG NOTIFICATIONS

Comments

#4
(Characters Remaining: 3982/4000)

Show ALL Groups

% @

Blo ¢ £ & @ =

Activity Details

o R x
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Parent Workitem / Fulfilment Form

You have now landed on the parent ticket / fulfillment ticket form.

Click on Task button towards the top right, to move to view the next task against this ticket.

Fulfillment | &

REQO00000015782 == ITMO00000015763

*Company

Micro Robotics

*Service Requested

New Laptop Request

Fulfiller
Group

Windows Support Micro Supports

Item Components

Information Provided

General Information

Type of Laptop

Select a model type

®

*Requestor

Service Consumer

Through
Web

Individual

Service Fulfiller

Standard

Dell Latitude 7340

Under Fulfillment ~

®

o ¢eB o &8 i @ «x
Task
* Summary
#“
(Characters Remaining: 4000/4000)
* Task Type * Sequence
Select v
* Assignment Group Assigned To
Select v Select v
Additional Information
y
(Characters Remaining: 500/500)
~ W
Expected
Task Code Status Fulfiller Completion
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Fulfillment - Task

« Upon scrolling down, you can see that the second task which was earlier in Draft status, has automatically moved to
Assigned and is ready to be worked upon, since the first task was completed by you.

» Click on the second Task Code to open and view the task form.

Information Provided

General Information

Type of Laptop
Select a model type
0OS Requirement
Reason for request
Mode of contact
Mobile Number

Date of Joining

Delivery

Shipping Address

Standard

Dell Latitude 7340
Standard Image
Replacement Request
Mobile

9999999999

2024-07-24

841, Link Street, Park Strait

¥
(Characters Remaining: 500/500)

-~ e

Expected
Task Code Status Fulfiller Completion

TSK000000006002 @ Completed Service 2024-07-22
Fulfiller 16:05:00

TSK0O00000006003 @  Assigned
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Task - Reassignment

Click on the cross button against the Assignment Group field under Group Info section of the task form, to clear the current

assignment group selected.

Click on Show ALL Groups in the same section, to ensure that the Assignment Group section shows all groups available.

Task

ITMO00000015763 == TSKO00000006003

* Requestor

Service Consumer

* Work Item

Fullfilment

*Service

New Laptop Request

Sequence

2

* Summary

New Laptop Request

* Group Info

Assignment Group

Please choose...

Blo ¢ + & & &

- .. -
ompany Activity Details
Micro Robotics

* Task Type COMMENTS AUDITLOG NOTIFICATIONS

Implementation

Impacted CI

Hop Count

: (=]

7~
(Characters Remaining: 3982/4000)

Show ALL Groups

Assigned To

Please choose...

- B x
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Task - Group Reassignment and Individual Assignment

» Click on the Assignment Group field and from the list of groups available, reassign the ticket to Windows Support group by
selecting the group.

* Next, click on the Individual button and select Service Fulfiller (the role you are logged in with) to assign the ticket to
yourself.

« Click on Save button to ensure that the reassigned group and individual details are saved.

Task .
C =] =
ITMO00000015763 >> TSKO00000006003 < @ ul: fa © K & o) %

63 >>

* Requestor Compan . . .
9 pany Activity Details
Service Consumer @ Micro Robotics

COMMENTS AUDITLOG MNOTIFICATIONS

* Work Item * Task Type

Fullfilment Implementation
*Service Impacted Cl

New Laptop Request @

Y

Sequence Hop Count

2 : =3
* Summary

New Laptop Request

-
(Characters Remaining: 3982/4000)

* Group Info
Assignment Group Assigned To

Windows Support Micro Supports X Service Fulfiller X | &
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Task - In Progress Status Change

Click on the status drop down and change the status of the task to In Progress indicating that you are working on the ticket.

Click on the Save button to record the status change.

Task

ITMOQ0000015763 >> TSK0O00000006003

* Requestor

Service Consumer

* Work ltem

Fullfilment
*Service
New Laptop Request

Sequence

2

* Summary

New Laptop Request

* Group Info
Assignment Group

Windows Support Micro Supports

@] occe¢:sos: o]
Company Activity Details
Micro Robotics

* Task Type COMMENTS AUDITLOG NOTIFICATIONS

Implementation

Impacted Cl

Hop Count

1 =]

~
(Characters Remaining: 3982/4000)

Assigned To

Service Fulfiller X & @
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Task — Task Completion

Click on the status drop down and change the status of the task to Completed, indicating that you have completed working

on the ticket.

Task

* Requestor

Service Consumer

* Work Item

Fullfilment

*Service

New Laptop Request

Sequence

2

* Summary

New Laptop Request

* Group Info
Assignment Group

Windows Support Micro Supports

ITMO00000015763 >> TSK000000006003

Company

Micro Robotics

* Task Type

Implementation

Impacted Cl

Hop Count
1

Assigned To

Service Fulfiller

In Progress ~

» In Progress
» On Hold
» Completed

» Cancelled

”~
(Characters Remaining: 3982/4000)

Blo ¢ + a i cam x

Completed

Details

S AUDITLOG NOTIFICATIONS
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Task — Task Completion Notes

« Type in comments in the Notes field followed by clicking on Submit, to record the status change and the comments entered.

e Gonpes oL
Completed v sa| (@] BIE| 2B %
ITM000000015763 >> TSKO00000006003 P 0 ¢ % =
* Requestor Compan
. il Notes
Service Consumer ® Micro Robotics
* Notes
* Work Item * Task Type
: : The task has been completed and the request is fulfilled.
Fullfilment Implementation
Y
*Service Impacted Cl
Submit
New Laptop Request ®
Sequence Hop Count
2 1
* Summary

New Laptop Request

v
(Characters Remaining: 3982/4000)

* Group Info
Assignment Group Assigned To
Windows Support Micro Supports X Service Fulfiller X| & ®
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Navigation to Parent Workitem

« This task is now completed, and you can notice this from the fading out of the Status button.

* Next, since you have access to view the parent ticket form, click on the hyperlink towards the top left of the task form with
the ITM number, to navigate to the parent ticket form.

Task

IITMGGDDDOOi 5763|>> TSKO00000006003

* Requestor Compan . . .
e ) Activity Details
Service Consumer @ Micro Robotics

COMMENTS AUDITLOG NOTIFICATIONS

Completed v O@"ﬁ:ﬁ:@ﬁ el x

* Work Item * Task Type

Fullfilment Implementation

Comments +

*Service Impacted Cl

New Laptop Request @
Sequence Hop Count

2 1
* Summary

New Laptop Request

~
(Characters Remaining: 3982/4000)

* Group Info Show ALL Groups
Assignment Group Assigned To
Windows Support Micro Supports Service Fulfiller 5 ©
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Parent Workitem Fulfillment

* You have now landed on the parent ticket / fulfillment ticket form.

» Click on Task button towards the top right and you can see that both the tasks required to fulfill this parent workitem were
completed. and therefore, the status of the parent ticket has automatically moved to Fulfilled.

» Click on the cross button towards the top right to close the ticket and navigate to the work item board.

Fulfillment ¢
REQOO0OD000015782 == ITMO00000015763

*Company

Micro Robotics

*Service Requested

New Laptop Request

Fulfiller
Group

Windows Support Micro Supports

Item Components

Information Provided

General Information

Type of Laptop

Select a model type

*Requestor

Service Consumer

Through
Web

Individual

Service Fulfiller

Standard

Dell Latitude 7340

0o eBods:cnx

@ &

@

Pt W
Expected
Task Code Status Fulfiller Completion
TSK000000006002 @ Completed  Service 2024-07-22

Fulfiller 16:05:00

TSK000000006003 @  Completed  Service 2024-07-22
Fulfiller 16:22:00
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Fulfillment - Work Item Board

« Under Fulfillment section and Assigned to my groups sub-section, use the status filter to show Fulfilled tickets and you will

be able to view the ticket you just fulfilled.

* You can also choose to explore other filters available on this page.

Home
Task Fulfillment(1) Incident Problem Change Appointment Action
Assigned to me  EEGIEGECRGHGEGIE Al
Request ID Work Item ID SLA Status  Service Name Company Status
Search here Saarch hare X k Search here Fulfilled ~
REQO00000015782  ITMO00000015763 New Laptop Request  Micro Robotics  Fulfilled
Show: 10 v

Fulfiller Group

Select w

Windows Support Micro Supports

Requested For

Service Consumer

Requested On

Search he

2024-07-22 15:22:32

1-1 of 1

5 Last 30 days

Fulfiller

Service Fulfiller

4
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Task - Work Item Board

« Similarly, to view the completed tasks, click on Task section and Assigned to my groups sub-section followed by using the

status filter to show Completed tasks.

* You can choose to explore other filters available on this page as well.

Task(5) Fulfillment Incident Problem Change Appointment
Assigned to me  IESETEGERGTGIE-GIEE Al
Task ID Work Item ID SLA Status  Service Name
Search here Search here Search here
TSKO00000006003  ITMO00000015763 New Laptop Request
[ TSKOO0000006002  ITMOOOQO0D15763 New Laptop Request
(0 TSKO00000005926  RFCO0O0000013217 Standard Change Request
TSK000000005925  RFC000000013217 Standard Change Request
(J TSKO00000005924 RFCO00000013217 Standard Change Request
Show: 10 w

Action

Cl Name

Search here

Generic_Service_Cl-Micro Robot...
Generic_Service_Cl-Micro Robot...

Generic_Service_Cl-Micro Robot...

]

Company

Search here

Micro Robotics
Micro Robotics
Micro Robotics
Micro Robotics

Micro Robotics

Summary

Search here

New Laptop Request
New Laptop Request

CMDB Task

Implement the standard chang...

Validate the standard change

1-50f5

£3 Last 30 days

Status Work Item  Re|

Completed ~ Select ~ Se
Completed Fulfillment  20:
Completed Fulfillment  20:
Completed Change 20:
Completed Change 20:
Completed Change 20:
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My Profile - Fulfiller

« Click on the My Account button (User icon) on the top right of your screen followed by clicking on My Profile.

Home > Work Item Board
Task(5) Fulfillment Incident Problem Change Appointment
Assigned to me Al
Task ID Work Item ID SLA Status  Service Name
Search here Search here Search here
O TSKOO0000006003  ITMO00000015763 New Laptop Request
(O TSK000000006002  ITMO0O0000015763 New Laptop Request
(O TSKO00000005926 RFCO00000013217 Standard Change Request
(0 TSKO00000005925  RFCQ00000013217 Standard Change Request
D TSKO00000005924 RFCO00000013217 Standard Change Request
q
Show: 10 v

Action

Cl Name
Search here

Generic_Service_Cl-Micro Robot...
Generic_Service_Cl-Micro Robot...

Generic_Service_Cl-Micro Robot...

]

Company

Search here

Micro Robotics
Micro Robotics
Micro Robotics
Micro Robotics

Micro Robotics

English | '}j[%][ﬁ?b.

Summary
Search here

New Laptop Request
New Laptop Request

CMDB Task

Implement the standard chang...

Validate the standard change

Service Fulfiller

My Delegations

On Behalf of

Logout
Status VUL R ILETT
Completed « Select ~
Completed Fulfillment
Completed Fulfillment
Completed Change
Completed Change
Completed Change

l\l:l

Se

202

20:

203

204

203
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My Profile - Fulfiller

You will land on the Organizational Information section, wherein you can view user organization details, personal and
contact information. You also have the option of editing and updating a few details if needed.

Click on Current Group Membership section next.

My Profile

*Qrganizational Information

Personal Information

Username fulfiller-microsupports@hclt.com
Employee Number 213231259272

First Name Service

Last Name Fulfiller

User Type Office Employee

fulfiller-microsupports@hclt.com
fulfiller-microsupports@hclt.com

*User Preferences

Current Group Membership | Current Roles

Company

Organization
Department
Cost Center

Manager

Micro Supports
Micro Supports_Org
Micro Supports_Dept

Micro Supports_Cost_Center

Location

Current Working Location

Building

Cubicle

Contact Information

Mobile Phone 9999999999

Business Phone

Alternate Phone

Email fulfiller-microsupports@hclt.com

Alternate Email

Micro Supports

Micro Supports
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My Profile - Fulfiller - Current Group Membership

* In the Current Group Membership section, you can view all the groups that you are currently a part of.

e Click on Current Roles section next.

My Profile

fulfiller-microsupports@hclt.com

fulfiller-microsupports@hclt.com

- Windows Support Micro Supports

- Incident Management Micro Supports

*Organizational Information *User Preferences

Personal Information
Username

Employee Number
First Name

Last Name

User Type

Current Group Membership Current Roles

fulfiller-microsupports@hclt.com
213231259272

Service

Fulfiller

Office Employee

- Cloud Services Support Micro Supports - IT Service Desk Micro Supports

- Problem Management Micro Supports

Contact Information
Mobile Phone 9999999999
Business Phone

Alternate Phone

Email fulfiller-microsupports@hclt.com

Alternate Email

- Change Management Micro Supports

HCLSoftware
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Current Roles and Logout of Fulfiller Role

* You can view the roles assigned to the Service Fulfiller user in this section.

» Click on the My Account button (User icon) on the top right of your screen, followed by clicking on Logout. This will log you
out of the Service Fulfiller role you are currently logged in with.

» We can proceed to using the consumer role next to respond to the fulfilled request’s survey.

English | gjdﬂlﬁb.

Home > My Profile Service Fulfiller

My PrOﬁIe My Delegations

My Profile

Personal Information Contact Information On Behalf of

Username fulfiller-microsupports@hclt.com Mobile Phone 9999999999

Employee Number 213231259272 Business Phone

First Name Service Alternate Phone [/

Last Name Fulfiller Email fulfiller-microsupports@hclt.com

User Type Office Employee Alternate Email @

fulfiller-microsupports@hclt.com
fulfiller-microsupports@hclt.com

*Qrganizational Information *User Preferences Current Group Membership Current Roles

- Service Consumer - Fulfillment Manager - Incident Manager - Problem Manager
- Change Manager - Implementation Manager - Reports Manager - Problem Investigator
- Critical Incident Manager - Meeting Manager - SIAM Lead

HCLSoftware ¢



Login using Consumer Role

« Use the consumer role credentials to log into the instance.

« Click on Sign In upon entering the credentials.

Sign in to your account

Username or email

consumer-microrobotics@hclt.com

Password

Forgot Password?

Or sign in with

Your corporate |ID

New user? Register

HCLSoftware &2



Landing Page

« Upon logging into the HCL BigFix Service Management consumer homepage, you will see all the service offerings available

for consumption.

» Navigate to the top right of the BigFix Service Management page and click on Pending Surveys button, to view the surveys
English | D) ]1; ﬁﬂ i) t} .

Featured

7
\g

-

ok kok

=N

\
N/

e e e e

=2\ \ icati 20 N
A | Access Restricted Website | ﬁpp‘:lcaaoniseoitware g | Employee Onboarding ~O | Global Claims
J \ M)/ Access Reques > =)

Add to Cart Add to Cart Request Now Add to Cart Request Now

Free My Favourites

Most Popular New Launches Coming Soon

)) Raise a PF claim enquiry E/}\I Request for HR connect

il

@| IP Phone and USB Headset
=/

Allocation

s

L 8 8 &

<

>

HCLSoftware

83



My Surveys

» Click on the request pending for survey response from the list view.
* You may choose to click on the Request Details section towards the right and browse through the ticket information.

« This is particularly useful if you have several requests pending for your survey to avoid confusion.

1-1 of 1

HAome

My Surveys Self
Request ID ~ Service/Cl Name Requested For Self Status REQO00000015782-ITM000000015763 X
Search here Search here Search here Select v New Laptop Request
REQO00000015782-ITM000000015763 New Laptop Request Service Consumer Pending RATING & REVIEWS  REQUEST DETAILS
Show: [ 10 1 Tell Us About Your Service Experience

If you have liked the way we served you or have any suggestions for
us, please share it with us here.

Please rate the quality of service*:

L 0 & & & ¢
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My Surveys

» There are one of two actions that you can take on a request pending survey.

« The first is wherein you can give a rating of 4 or 5 stars via selection followed by providing satisfaction comments. Ignore

this step so that you can view what happens when you give a lesser rating. You can always try giving a good rating in any of

your future requests during this trial.

My Surveys

Request ID ~

Search here

REQO00000015782-ITM000000015763

Show: 10 w

Service/Cl Name

Search here

New Laptop Request

Requested For Self

Search here

Service Consumer

Status
Select

Pending

w

REQO00000015782-ITM0O00000015763
New Laptop Request

RATING & REVIEWS  REQUEST DETAILS

Tell Us About Your Service Experience

If you have liked the way we served you or have any suggestions for

us, please share it with us here.

Please rate the quality of service*:

Please provide your comments here*:

Self

HCLSoftware
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My Surveys - Reopening Request

» The second action that is possible and which you must perform is, to try giving a rating of 3 or less than 3 via selection of

stars, followed by clicking on Yes to reopen the request.

« Type the reason for reopening and click on Submit. The request will be reopened and assigned to the same fulfillment group

for further action.

My Surveys
Request ID ~ Service/Cl Name Requested For Self Status
Search here Search here Search here Select
REQO00000015782-ITM000000015763 New Laptop Request Service Consumer Pending
Show: 10 w ’ 1 ‘

Self

REQO000000015782-ITM000000015763 X

New Laptop Request
RATING & REVIEWS ~ REQUEST DETAILS

Tell Us About Your Service Experience
If you have liked the way we served you or have any suggestions for
us, please share it with us here.
Please rate the quality of service*:
* %

Do you want to reopen the Request:
Yes [JNo

Reason for reopening*:

I would like to reopen this request since my request is
incomplete.

HCLSoftware
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My View

« Navigate to the top right of your page and click on My View button which will provide you an option to click and view the

requests which you have raised for yourself or on behalf of someone.

What Are You Looking For...

Featured

P
I' ’T‘\I Access Restricted Website
¥

L8 8 & 1

Most Popular

N
o . . .
I\I}_ _})/,l Raise a PF claim enquiry

LE & & & 1

(1) Application/Sof (80
( ) APP cation/>oftware (%) Employee Onboarding
&)

\ Access Request

% e ek LE. 8 8 &

New Launches Coming Soon Free My Favourites

{ gl Request for HR connect
-

% Je e ke

My Requests My View .
My Assets/Cls —
My Notifications

I/Q_EP\' Global Claims |/ \‘.I IP Phone and USB Headset

LE. 8.8 8 ¢ LE. S 8 & ¢

< >

-\5__/' Allocation
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Knowledge Center

« HCL BigFix Service Management also has a knowledge management module which can be accessed by navigating to the
top right of your page, followed by clicking on Knowledge Center button.

« Click on this button to view the knowledge center.

English | ) |1; Ij:l i) t; .

Featured

) /1) Applicat ) ) AN
(5w . . {1\ Application/Software {2 . f . \ IP Phone and USB Headset
I\[?LI Access Restricted Website .\\%5/. Access Request I,\g/_.l Employee Onboarding I\\_‘_-_..yl Global Claims ll'\_\____/(ll Allocation

LB 8 & & 1 LE & & & 1 v e e e LS 8 8 & 4 e e

< >
Most Popular New Launches Coming Soon Free My Favourites

./ . -\\\ .r/ 3

( (%) | Raise a PF claim enquiry ( -'uj=;\ ) Request for HR connect
=/ 2/
% Ko ek e e e e e
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Knowledge Center

click on Enter.

The knowledge center will automatically open in a new tab on your browser.

Click on Log In followed by typing ‘unable to access applications’ in the search bar on the top right of the page, and then

£ Topics categories » tags » Top Categories unable to access applications X =
2 My Posts Q, unable to access applications in all topics and posts
Topic
* An article which matches the keyword entered in will appear.
» Click the article and it will open on your screen.
£ Topics categories » | | tags » m Top Categories unable ta accass applications * =
= My Posts

v Categories

All categories

Topic

& Known Error PRB000000010383 Test Record(AV Issue)
o

& Unable to access applications

B Customer Services

25d - Check the network. The first step to troubleshoot a web applicatio
heck the network connection and status. Check the browser Check the

HCLSoftware
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Knowledge Center

* The article will appear on your screen.

« HCL BigFix Service Management has this unique ability to use traditional knowledge management as well as crowdsourced

knowledge as a part of its knowledge management offering.

» Click on the other tab on your browser to navigate back to the consumer homepage of HCL BigFix Service Management.

Unable to access applications
H sxX M Customer Services

consumer-tatvaorg_hclt.com

connection and status.
s Check the browser
+ Check the web application
» Check the server
» Check the logs
« Check the solutions

25d

» Check the network. The first step to troubleshoot a web application that won't load is to check the network

Jun 27

1172
Jun 27

HCLSoftware
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Landing Page

« Upon navigating back to the HCL BigFix Service Management consumer homepage, you will see all the service offerings
available for consumption.

» Click on the Add to Cart button on the Global Claims offering under Featured section on the screen.

English | 2 B‘Jl ﬁﬂ i) \'.:; .

Featured =
—\ \ 7\ A
;/[ “al ) Access Restricted Website I igf:;:sa;lgniseg{tware ( g | Employee Onboarding ( _QE'Q | Global Claims QJ Jﬂﬂ[zrgtl:znand USB Headset
N =/ 4 Al N =
3k & ok Kk 3 e e Ik K 3 Ak K e e e e Sk e K K K

< >

Most Popular New Launches Coming Soon Free My Favourites

YN =\
)] Raise a PF claim enquiry (| '_g | Request for HR connect
2/ 2/
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N

L s & & L S & &
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Shopping Cart

* You will automatically receive a prompt to navigate to the Cart.

« Alternatively, you can navigate to the top right of your page and click on the Shopping Cart option. This is the page that
shows the offerings added to cart at any point in time.

Featured =

Y P ¥ B L B N
) /&1 Application/Sof 78 (@ ) /) IPPh d USB Headset
| ; ; f Application/Software \ : [ Geo 7 ( Q one an eadse
\\i:.c/,l Access Restricted Website \\/,l Access Request \\9/‘, Employee Onboarding I\.{:j Global Claims \\.\__,/] Alocatinm
e ek K e K K % Kk K F ok K e He K K

< >
Most Popular New Launches Coming Soon Free My Favourites

7 =)
\\C:)/'/'l Raise a PF claim enquiry ‘(\#@/l Request for HR connect
* % %k Je Kk ek Fe Kk
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Shopping Cart

* Once you are in the shopping cart section, you can view the offering(s) added to cart and choose to Proceed to Checkout if
required.

« At some point in your trial, feel free to utilize this option as well.

Home

Shopping Cart

.H Global Claims ) Request Details

I | Clai )
PACKAGE CONTAINS F‘-'l Global Claims 8

Component Billing Frequency Price

Clahal Claime Bam o Proceed to Checkout
Global Claims Request

Return to Service Catalog

OPTIONAL COMPONENTS

Component Billing Frequency Price

J view past claims history

HCLSoftware <



My Profile - Consumer

Click on the My Account button (User icon) on the top right of your screen followed by clicking on My Profile.

English | @dﬁ[ﬁ?\ﬁ‘

Service Consumer

Featured
- My Delegations
= =
//_. - \\\ 'v/- >\\ i 1 & \\\, ’// 7\\, 7 \
'/_’g/) Access Restricted Website /\%) ﬁgg)ehscsag:gl-/‘ics):tware l/\‘()’/,' Employee Onboarding '\\.%P/l Global Claims *./\\ /) }f”zt Logout
e e kK e 5k K K 5k K kK ek K K ek K

& B
Most Popular New Launches Coming Soon Free My Favourites
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(e . . ) —
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My Profile - Consumer

* You will land on the Organizational Information section, wherein you can view user organization details, personal and
contact information. You also have the option of editing and updating a few details if needed.

* Click on User Preferences section next.

My Profile

*Organizational Information

Personal Information

Username consumer-microrobotics@hclt.com
Employee Number 213234967076

First Name Service

Last Name Consumer

User Type Office Employee

consumer-microrobotics@hclt.com

consumer-microrobotics@hclt.com

*User Preferences

Company

Organization
Department
Cost Center

Manager

Micro Robotics
Micro Robotics_Org
Micro Robotics_Dept

Micro Robotics_Cost_Center

Current Group Membership Current Roles

Location
Current Working Location [#

Building

Cubicle

8

Contact Information

Mobile Phone 9999999999

Business Phone

Alternate Phone

Email consumer-microrobotics@hclt.com

Alternate Email

Micro Robotics NORAM

Micro Robotics NORAM

HCLSoftware
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My Profile - Consumer - User Preferences

» In the User Preferences section, you can view several options wherein you can update details such as date format, time
zone, currency and language preferences to name a few.

* You can also view the options such as Most Popular, Featured etc. which can be checked / unchecked for visibility on the
consumer homepage. By default, the Featured and Most Popular sections are made visible on the homepage.

e Click on Current Roles section next.

My Profile =
Personal Information Contact Information
Username consumer-microrobotics@hclt.com Mobile Phone 9999999999
Employee Number 213234967076 Business Phone
First Name Service Alternate Phone (#
Last Name Consumer Email consumer-microrobotics@hclt.com
_ ‘ User Type Office Employee Alternate Email
consumer-microrobotics@hclt.com
consumer-microrobotics@hclt.com
*Organizational Information *User Preferences Current Group Membership Current Roles

Date Format yyyy-MM-dd HH:mm:ss Most Popular Featured

Time Zone Asia/Kolkata New Launches My Favourites

Currency USsD Coming Soon Category View

Language Preferences English Free

HCLSoftware <



My Profile - Consumer - Current Roles

* You can view the roles assigned to the Service Consumer user in this section.
» By default, every user will have a Service Consumer role in HCL BigFix Service Management.

» Click on close button to close this section and navigate back to the consumer homepage.

0

My Profile

B
Personal Information Contact Information

Username consumer-microrobotics@hclt.com Mobile Phone 9999999999

Employee Number 213234967076 Business Phone

First Name Service Alternate Phone

Last Name Consumer Email consumer-microrobotics@hclt.com
User Type Office Employee Alternate Email

consumer-microrobotics@hclt.com
consumer-microrobotics@hclt.com

*Organizational Information *User Preferences Current Group Membership Current Roles

- Service Consumer

HCLSoftware



My Delegations

« Navigate to the top right of the page and click on the My Account button (User icon), followed by clicking on My Delegations.

Featured

/
{
(
\ &
\\

-
Ny

L. 8 & ¢

Most Popular

) moee s o6 i em
{ {//’) Raise a PF claim enquiry

\

~

-

L2 8 & & 4

__“/") Access Restricted Website

New Launches

Service Consumer

I My Delegations I

e = > My Profile
g P & 2 \ // ~ —
/%\) Application/Software /Q \ . ( Q{{D\ . /4 \ IP Pt
{ | Employee Onboarding (L ) Global Claims { (} ) Logout
K*-,/ Access Request \(?/ \\:/ L=/ Alloc
ok % Kk * % %k %k * % %Kk e % Je Kk

& B
Coming Soon Free My Favourites

—

( ET;}) Request for HR connect
N

L e & & & 4
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My Delegations

HCL BigFix Service Management provides this useful feature to delegate service requests or change approvals for a
specific time in your absence, via My Delegations page.

Upon landing on this page, you can click on plus button and create a delegation.

My Delegations |+

Delegatee Delegation Start ~ Delegation End Module Status

W

There is no matching data available

Type in ;approver’ (the role you would like to delegate to) in the Delegatee field and select the Service Approver user option.

My Delegations B
* Delegatee * Module

approver Select v

Service Approver | 213231141525 | approver-microrobotics@hclt.com * Delegation End
* Status

Select v

HCLSoftware
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My Delegations

« Select the module as Service Order from the dropdown options.

Home * My Delegations

My Delegations

* Delegatee * Module
Service Approver Select v
Select
* Delegation Start x
€
RFC
* Status
Select

o]

b

« Choose the delegation start and end date and time followed by selecting status as Active and clicking on Save button.

Home > My Delegations

My Delegations

* Delegatee
Service Approver
* Delegation Start

2024-07-24 09:00:00

* Status

Active

ol

[.

* Module

Select

* Delegation End

2024-07-25 09:00:00

HCLSoftware
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My Delegations

» The delegation will be saved, and you can click on it from the My Delegations list view to browse through its details.

» Click on close button to close this section and then navigate back to the consumer homepage

Home ‘ 2ations
My Delegations [+
Delegatee Delegation Start ~ Delegation End Module Status Delegation Details 2 G
Search here Search here Search here Select v Select v [—
Service Approver 2024-07-24 09:00:00 2024-07-25 09:00:00 Fulfillment Active Delegatee Service Approver
. Delegation Start 2024-07-24 09:00:00
Show: 10 v ‘ 1 J
Delegation End 2024-07-25 09:00:00
Module Fulfillment
Status Active

HCLSoftware 1o



Logout

« Click on the My Account button (User icon) on the top right of your screen followed by clicking on Logout.

« This brings us to the end of consumer homepage and request fulfilment; you may choose to try more use cases.

English |
Serwce Consumer
Featured
My Delegations
> i My Profile
P SEDe e P 7 g,
( \ Application/Software ( \ . ( IP PH
.‘ ) (B PP {3 Qm ( (}

\ /l Access Restricted Website \%/) Access Request l,\o/,‘ Employee Onboarding ' = /\ Global Claims \88) a0 Logout
e e de ek e Je J ok * % K kK * % % K %k % 3 F ¥k H

& P
Most Popular New Launches Coming Soon Free My Favourites

/{\\ Raise a PF claim enqui //Az\\ Request for HR connect
) o \»\E@ 1
e He Fe o Kk % % % K
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