
 

 

 

 

 

 

How to submit a BAT / CBAT Incident. 

1-) Open up your browser, and type http://nsd.miamidade.gov on the address bar, then press enter on 

your keyboard or simply click on the arrow pointing to the right       , see below: 

 

 

2-) Once on the NSD portal, click on the      icon and expand the ‘HYP | Hyperion Technical Support’ 

(Picture A) group and then click on the ‘BAT and CBAT Incident Report’ (Picture B) form, see below:   

 

 

 

 

 

 

 

 

 

 

3-) When submitting an incident for yourself, you are only required to select ‘Application’, ‘Category’, 

and ‘Priority’. Failure to select them will result in a friendly reminder on the actual form, see below: 

  

 

 

 

 

 

 

 



 

 

 

 

 

 

4-) Once you have selected the ‘Application’, ‘Category’, and ‘Priority’ fields, please include a 

descriptive incident summary AND a screenshot of any error messages as part of the ‘Requestor 

Comments’ field, see below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

5-) To attach a screenshot of the error, please click on ‘Choose File’ on the form, look for the file you’d 

like to attach on your desired drive (local or network), select the file, and click on ‘Open’, see below: 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Note: To take a screenshot of your current screen, make sure you are looking at the desired error 

message, then press the ‘PrtScn’ key on your keyboard as seen below: 

 

 

 

 

 

 

- Once pressed, a snapshot of your current display should be copied to the clipboard. To save it to a 

word document, click on your ‘Start’ menu (Picture A), and then enter ‘winword’ as a search keyword 

and press enter (Picture B), which should open Microsoft Word. As Microsoft Word opens up, please 

click on ‘Blank document’ to create a blank document, which will be used to save the clipboard contents 

(Picture C). With Microsoft Word fully opened, you can either press control + v on your keyboard to 

paste the clipboard contents, or simply right-click and select ‘Paste’ (Picture D). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

- With the clipboard contents already in Microsoft Word, you can now simply click on File (Picture E) -> 

Save As (Picture F), browse to the location where you would like to save the file to, give it a file name, 

and then click on Save (Picture G). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

6-) Confirm that you have selected the desired file to be attached to the form, and then simply click on 

‘Submit’, see below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

7-) Once submitted, the screen should refresh, an email should be sent to you and the incident number 

assigned to this specific request should appear at the bottom of the form, see below: 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

8-) To track this incident, click on the URL/link that was sent to you via email, see below: 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

9-) To add a comment to an incident, click on the URL that was sent to you via email, and then go to the 

‘Add Comment’ textbox, add your desired comments, and then click on ‘Add’, see below: 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Note: The comment will now be added to the request, see below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

10-) When submitting the request on behalf of someone else, click on ‘Submitting On Behalf of 

Someone Else? checkbox to enable you to enter data for another employee, see below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10-) Enter 8-digit employee number on the ‘Employee Number’ textbox, and then hit tab on your 

keyboard to look up the employee’s information (Picture A). If it exists, the system should auto-populate 

the form (Picture B). If it does not, the system should display an error message (Picture C), please check 

the employee number again and if needed, manually enter their information. To complete the rest of 

the form, please refer to step #3 above.  See corresponding screenshots below: 



 

 

 

 

 

 

 

 


