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Service Catalogue Guide

The Service Catalogue can be found in the Technology Portal. It can be
used to request services and equipment:

e Devices and accessories
e Software

e Telephony

e Account Management

e Technical Catalog

It is found by:

1. Go to your Intranet Home page
2. Click on Technology portal

| 48 Ministry of Justice HQ Switch to other

Search MoJ Q eople finder Travel booking
Jovb * Civil Service Learning

mvHm./SOP Room bookings
Technology portal Ministers & parliament
IR s S Notes from Antonia

Home News Events HR Guidance & forms Aboutus Blog
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Technology Porta
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MoJ Staff (Windows DOM1) login here

Forgot your login details? Reset them

MoJ Technology Portal

This i all Mo stalf, It cnables you to order equipment and software,
and find chnical queries. You can access other uselul items such as
training and service status.

You will need a Windows DOM1 or ServiceHow account to access this area.
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ModJ staff

4 ) CI i C k (Contl n ue! For staff with a Windows DOM1 account

External staff login here

5. Click ‘Something New’

Q

My Orders

Check the status of your orders

“—
=~

Something New
Irder new devices, accounts or software.

6. Click the appropriate section

a) Software is selected for this example)

Something New
wiler ew devices, sccounts of software

b) Click into your search criteria and populate with what you want

b. Click into your search criteria and populate with what you want

© B asevyFineReader 14.1 - Add ABEYY FineReader 14.1 - ReME | RCqTIe0om T EN e 200

c) When you start to populate the search criteria it will start to
populate and give you a drop down of options.

d) Select Folder Access — Addition
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= Folder Access - Addition
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Create LAO Request (nDelius/OASys)
Amend User Account

MARTHA Provide access for new user
Modify LAO Request (nDelius/OASys)
Shared Mailbox - Create New

CD Disk Data Upload Network Share
Account Deletion

Amend Group Membership

reeroeorooow

e) Complete the mandatory fields *

f) Click ‘Order Now’

Folder Access - Addition

Thisitem provides user access to a shared folder on the network.
Thisitem has the following Pre-requisites/Instructions:

« Please provide the full file path, folder name and User ID
« State if you require access to sub folders within the folder
« State if you require Read only, Write or Amend access to the folders

Please note: IF YOU ARE REQUIRING ACCESS TO SUBFOLDERS, ACCESS WILL ONLY BE GIVEN WHEN THE PERMISSIONS MATCH THAT OF THE
MAIN FOLDER. If permissions are different you will need to specify the name of the subfolders on the order form.

Requestor
Is this request for you?

Yes

Requested for

Name

©  Denise Kruip

Fmail address

" Add to Cart

Required information

(i1

[ Ful e et To Where T Fotderts Located |

(ei ] v

Once your Line Manager has approved the request you will receive an

email advising that the request is being processed:

Hello,
Your request has been submitted for approval,

Requested For: John Brown
Requested By: John Brown
Number: RITMO####H#
Approval: Requested
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When your request has been processed you will receive a following
email advising that the request has been completed:

Hello,

Your requested item number: RITMO###### for Folder Access is
complete.

If your item has not been fulfilled as expected, please contact the MoJ
Service Desk.
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