[image: ] Instructions to submit a Report Request electronically

	1. Go to https://hrservicedesk.azdoa.gov/osticket/index.php 2
3

2. Click on Open a New Ticket
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	3. To login input your YES userid and password
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4. Click on the Help Topic drop down and select “DOA-HRD / ADOA – Report Request”
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	5. Optional: Agency:  Select agency from the drop down menua
5
6
b
12
11
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9
8
7

6. Optional: Provide your direct phone 
7. Optional: Report Begin Date Range
8. Optional: Report End Date Range
9. Optional: May we ask what kind of data are you requesting?
10. Optional: Have you checked to see if there is a report already created that will suit your needs? 
11. Optional: Is there a Report Professional in your agency/department?
12. Optional: Have you previously obtained this report from another source?
a. Optional: If so, may we ask who completed it for you, so we may consult with them?
b. Optional: If so, do you have a copy of a report that we may use for additional reference? 
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	13. Optional: If not, what data fields/criteria do you want to see? 16
17
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22
15
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14. Optional: What process levels or Agencies should this include?
15. Optional: Should this report filter by specific job codes?
16. Optional: Should the population of this report include State Personnel System only?
17. Optional: Are you looking for filled, vacant, or both? 
18. Optional: If requesting pay rates, do you want hourly, annual, or both rates? 
19. Optional: Should this include terminated employees or not?
20. Optional: Should this include Future Hires that are not active yet? 
21. Optional: Should the process levels, departments, job codes, etc., include their corresponding descriptions/titles? 
22. Optional: How do you want this sorted?
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	23. Optional: Do you foresee requesting this report again in the future?29
28
27
26
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24. Optional: Is this report the result of a request made to you/your agency by another government entity? 
25. Optional: If answer is yes, may we ask who so we may consult with them?
26. Optional: Will analytics be needed with this report?
27. Optional: Analytics, provide details 
28. Optional: Comments
29. Optional: Attachments                                                                                       
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	NOTE: These 3 fields are required by the ticketing system, but not applicable to our report project.  Please type NA into these fields.

30. Required: EIN(s) of affected member(s):  Type NA33
32
31
30

31. Required: Issue Summary: Type NA
32. Required: Issue Details: Type NA
33. Required: Click on Create Ticket
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ADOA - Report Request
We would like to ask a few questions in order to better serve you and provide you with an accurate and valuable end product.

5. Optional: Agency: — Select— hd

6. Optional: Provide your Ext

direct phone number:
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23 Optional: Do you
foresee requesting this
report again in the future?
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