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 Blank Page X

@@|@ nsd‘miam\dade.govfl ol '

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:

Home Service Reqgquest Queus Home SEFUUES L ETTESE LIELE

- Service Request Forms
Service Request Forms -

= BIL | Cognos Services
= BI | Cognos Services b CTS | Cloud Support B
* CTS | Cloud Support A = DIR | active Directory Serwvices
= DIR | Active Directory Services » DIR | DHCP Services
= DIR | DHCP Services > DIR | DMNS Services
> DIR | DNS Services = DIR | Enterprise Mobile Messaging
» DIR | Enterprise Mobile Messaging » DIR | Exchange Messaging
» DIR | Exchange Messaging = DIR | Lync Services
= DIR | Lync Services - DIR | System Center Config Manager
= DIR | System Center Config Manager - DS | Unix Services
DS | Unix Services - ECS | Backup Serwvices
- ECS | Backup Serwvices = ECS | Server Support
= ECS | Server Support = ECS | VWirtual Server Support
- ECS | Wirtual Server Support » ESC | Incident Mgt & Compliance
» ESO | Incident Mgt 8 Compliance ¥ HYP | Hyperion Technical Support
I » H¥P | Hyperion Technical Support] LBAT and CBAT Incident Report]

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:

Home BAT and CBAT Incident Report

Requested By Hernandez, Alain 1. (ITD)

Date/Time 01/19/16 04:40 PM

Submitting On Behalf of Someone Else? |:|

Employese Mumber 00194120

User Display Name Hernandez, Alain J. (ITD)

Email Address Alain.Hernandez@miamidade.gov

Phone Mumber (305) 596-8353

Department ImD

Application — Select — Required field.
Category — Select — Required field.
Priority - Select — |t| Required field.
File Upload Choose File

Requestor Comments

1024 chars max

[ Email additional users 1



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:

Home BAT and CBAT Incident Report
Requested By Hernandez, Alain 1. (ITD)
Date,/Time 01/19/16 04:40 PM
Submitting On Behalf of Someone Else? |:|
Employee NMumber 00194120
User Display Mame Hernandez, Alain 1. (ITD)
Email Address Alain.Hermandez@miamidade.gowv
Phone Mumber (205) 596-8353
Department ITD
Application BAT |:
Category Security/System Access E
Priority High |:
File Upload Choose File
Requestor Comments See attached file. Getting an error
message with invalid credentials
while attempting to log into BAT.

922 characters left

[‘9 Email additional users ]

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:

Home BAT and CBAT Incident Report

Requested By Hernandez, Alain 1. (ITD) (& Choose File to Upload
=[5 » Libraries » Documents » ~ [ 43 |[ Search Documents ol
Date/Time 01/19/16 04:40 PM -
Organize v New folder =~ A @
Submitting On Behalf of Someone Else? v = i
9 | t Favorites Documents library st Fade
M Deskiop Includes: 2 locations
& Downloads Name Date modified Type -
Efnplayee NTmbEr e 9] Recent Places iy sares frasevisavaz R e e
My Shapes 3/20/2014 10:39 AM  Filefolder
User Display Name Hernandez, Alain J. (ITD) 4 Libraries 2 My Videos 10/31/2013 4 M Filefolder
—— [ Documents 4 MyVideos 7/14/2009108 AM  File folder
mal ress i i i i E
ARl EE il R g & Music Smart View 1/20/2016 843 AM  File folder
Phone Number (305) 596-8353 &) Pictures || SQL Server Management Studio 9/22/20143:43PM  Filefolder
B Videos Visual Studio 2005 3/20/20144:59 PM  Filefolder
Department o | Visual Studio 2008 3/20/2014 4:54 PM  Fille folder
Application BAT E 1 Computer % Default.rdp 12/3/201512:04 PM  Remote Desktop ...
= & Local Disk (C:} desktop.ini 2015222 PM  Configuration sett... ||
Category Security/System Access v S8 HCM (150142500 — desktop.ini 7/14/200912:54 AM  Configuration sett...
L — 8 FOM (0144242 | ] error_msg.png| 1/20/20168:49 AM  PNG image
Priority High [ 9 ’ ; _
| 5 PRD (\\s0143991) % reader.ini 3/19/201511:56 PM  Configuration seft.. +
File Upload | Choose File G4 HRPRD M1s01425 = ¢ | Ul | (¢
Requestor Comments See attached file. Getting an error File name: error_msg.png > |AllFiles (1) ks
message with invalid credentials
while attempting to log into BAT. Open I'

922 characters left
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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:

PrtSc | Scrlk = Pause

Ins Home = PgUp

Del End PgDn

- 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).
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- 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).
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6-) Confirm that you have selected the desired file to be attached to the form, and then simply click on
‘Submit’, see below:

Horme BAT and CBAT Incident Report

Requested By

Date,/Time

Submitting On Behalf of Someone Else?

Employese Mumbeaer
User Display Mams
Email address
Phone Mumbeaer
Departmeant
Application
Category

Priority

File Upload

Requestor Comments

Hermandez, Alain 3. (ITD}

0OL1L/19,/16 04:40 PM

1

QD191 20

Hermandeaez, Alain 3. (ITD}
Alain.Hermandezdamiamidade.gow
(F05) SO6-8353

Ty

BAT

Security/System Access

High

I error_msg.png Choose File I

See attached file. Getting an error
message with inwvalid credentials
while attempting to log into BAT.

922 characters left

[L Email additional users ]

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:

Home BAT and CBAT Incident Report

Requested By

Date,/Time

Submitting On Behalf of Someone Else?

Employese NMumber
User Display Mame
Email Address
Phone Mumber
Department
Application
Category

Priority

File Upload

Requestor Comments

Hermandez, Alain 1. {(ITD)

01L/19/16 04:40 PM

|

00194120

Hernmnandez, alain 1. {(ITD)
Alain.Hermandez@miamidade.gow
(205) 596-8353

T

BAT

Security/System Access

High

Choose File

See attached file. Getting an error
message with invalid credentials
while attempting to log into BAT.
1024 chars max

[‘D Email additional users ]

I Service Request 167164 has been submitted and will be gueued for processing.l




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

Wed 1,/20/2016 9:00 AR

Hernandez, Alain J. (ITD) <Alain.Hernandez@miamidade.gowv>

BAT and CBAT Incident Report Service Request #167164

To (ITD) NSD Hyperion Security

Cec  Hernandez, Alain 1. (ITD)

BT

A BAT and CBAT Incident Report Request Form has been submitted.

Request ID#: 167164

Requested By: Hermandez, Alain J. (ITD)

Requestor Phone: (305) 596-8353

Requestar Email: Alain Hemandez@miamidade gov
Submitted On- 01/20/2016 09-00 AM

File Uploaded: error_msg.png

Requestor Comments: See attached file. Getting an error message

with invalid credentials while attempting to log

into BAT.

For more information regarding this request, please visit the Service
Request Details Page: hitp.//nsd.miamidade . gov/si/167 164

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:

BAT and CBAT Incident Report
114091

General Information

Submitted On 01/29/2016 09:34 AM

Group HYP | Hyperion OpPlan and CBAT
Form Submitted BAT and CBAT Incident Report
Assigned To Not Assigned

Requested By Hernandez, Alain J. (ITD)

UserID 2194120

Domain MIAMIDADE

Email Address Alain.Hernandez@miamidade.gov
Title ERP Security Administrator 2
Telephone (305) 596-8353

Service Request Activity

Upload files

Choose File

Add Comments

Can you please expedite this request?
This is urgent!!!

D [ Email comments

New
¢ 0d Oh

o ]

969 characters left




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

BAT and CBAT Incident Report

114091

General Information

Submitted On 01/29/2016 09:34 AM

Group HYP | Hyperion OpPlan and CBAT
Form Submitted BAT and CBAT Incident Report
Assignad To Not Assigned

Requested By Hernandez, Alain J. (ITD)

UserID 2194120

Domain MIAMIDADE

Email Address Alain.Hernandez@miamidade.qgov
Title ERP Security Administrator 2
Telephone (305) 596-8353

Detailed Information

Employee Number 00194120

User Display Name Hernandez, Alzin J. (ITD)

Email Address Alain.Hernandez@miamidade.qgov
Phone Number (305) 596-8353

Department ITD

Application CBAT

Category Functionality

Priority High

Activity Feed

Hernandez, Alain J. (ITD)
Friday, January 29, 2016

0:34 AM

This is a test, please disregard.

Service Request Activity

Upload files

Add Comments

[ ] 11 Email comments

NSD System Account (ITD) The service request was assigned to the [HYP | Hyperion OpPlan and CBAT] group.
Friday, January 29, 2016 '

0:34 AM

Hernandez, Alain J. (ITD)
Friday, January 29, 2016
0:43 AM

Can you please expedite this request? This is urgent!!!

Choose File

New
¢ 0d Oh

Upload

969 characters left



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:

Home

Requested By

Date/Time

BAT and CBAT Incident Report

Hernandez, Alain 1. (ITD)

01/20/16 09:14 AM

Submitting On Behalf of Someone Else?

Employee Mumber
User Display Mame
Email Address
Phone Mumber
Department
Application
Category

Priority

File Upload

Requestor Comments

O]

00194120

Hernandez, Alain 1. (ITD)
Alain.Hemandez@miamidade. gow
(205) 596-8353

ITD

— Select — ﬂ
— Select — ﬂ
— Select — ﬂ

Choose File

1024 chars max

[L Email additional users ]

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:



Home

Requested By

Date/Time

Employee Number
User Display Name
Email Address
Phone Number
Department
Application
Category

Priority

File Upload

Requestor Comments

Home

Requested By

Date/Time

BAT and CBAT Incident Report

Hernandez, Alain J. (ITD)

01/20/16 09:14 AM

Home

Requested By

Date/Time

B

BAT and CBAT Incident Report

Hernandez, Alain 1. (ITD)

01/20/16 09:14 AM

Employee Number
User Display Mame
Email Address

Phone Mumber

00021406

Contreras, Evelyn (ITD)

Ewvelyn.Contreras@miamidade.gov

(205) S506-8183

00021406
|
- Select -
- Select -
Y
- Select - (—

1024 chars max

[* Email additional users ]

Choose File

BAT and CBAT Incident Report

Department ITD
Application -- Select —
Category — Select —
Priority — Select —
File Upload

Requestor Comments

Hernandez, Alain J. (ITD)

01/20/16 09:14 AM

1024 chars max

[A Email additional users ]

Employee Number

00111111

This employes

number was not found,

User Display Name
Email Address
Phone Mumber
Department
Application
Category

Priority

File Upload

Requestor Comments

-- Select -

-- Select -

-- Select -

1024 chars max

Choose File

[‘) Email additional users ]




