Guide on how to log a call on CA
Helpdesk to print business cards

Using 529HELP, please follow the below instructions.

https://ca.discovery.co.za:9444/casm.html#/bui/home for Self-service\Catalogue.

The below screen will appear.

@ CA Service Management - Home X +

(6] @ https://ca.discovery.co.za:9444/casm.html#/bui/home

\ CA Service Management Home My Tickets My Approvals(0) Skip Navigation @ \.E.J \’ P ‘5‘ EEE Logout
What do you need help with?

Q, Type here to describe your issue

®» © @& Q@ © @

1 DP Group Facilities 2 Group Facilities Log Add Tenant Add User Report an IT Issue More

Log a call a call Regions

Open (3) Closed (69)

Ticket ID R3353849 : User advised she the new 528 icon on her desktop doesn't |:| :‘Z’- ‘..‘g‘zfze:.nm
- oday 08:

Created on: Today 08:20 AM

Ticket ID 13352732 : System Audio Issues ;smﬁ"fj‘;m . (@) You do not have any resources

Created on: Yesterday 12:27 PM

Ticket ID 13352690 : Skype for Business: External Calls Issue :Sit"‘ﬂddiFidz -
esterday 12:

Created on: Yesterday 12:12 PM



https://ca.discovery.co.za:9444/casm.html#/bui/home

Under Categories select IT Managed document services.

@@ CAService Management - Home X 4

&« > C & https://ca.discovery.co.za:9444/casm.htmi#/bui/home * @ H
| CA Service Management Home My Tickets My Approvals(0) Skip IXI
technologies
What do you need help wit €atederies
Digital Bulk Digital Drive Email Access
Comms Template Permissions
Creation
Q, Type here to describe your issue
@ @
e Email Firewall Franchise Franchise
Assistance Change Cisco Cisca Call or
i e Request Additional.. Handset..
1 DP Group Facilities 2 Group Facilities Log Add Tenant Add User Repa
Log a call a call Regions
Franchise Headset IT Equipment IT Manaded
. Cisco Request Returns Document
My Recent Tickats J Extension... Services
Open (3) Closed (69)
Tieet 10 R3353849 : User aduised she the new 528 con on herdesktop doesrt ol sgumg ] Lol .
Today 08:28 AM
Created on: Today 08:20 AM
. N Lact Modified Laptop MS Teams Nice Call Paradigm
Ticket ID 13352732 : System Audio Issues 1231 M Request Retrieval Prod
Created on: Yasterday 12:27 PM ) Login/Icon
Ticket ID 13352690 : Skype for Business: External Calls Issue T B
Created on: Yesterday 12-12 PM : II I
Payroll RICA Requestan IT Right Fax
Application Service
Access...

©

©

Service SharePoint Skype for EIt\;pefur
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The below screen will pop up with your information.

€@ CAService Management - Ticke: X + =

&« > C 8 https://ca.discovery.co.za:9444/casm.html#/bui/home/search?selectedOfferingld = 10378 &selectedOfferingName=1T%20Managed %20 Document%205ervices I @

Logout

CA Service Management Home My Tickets My Approvals(0) Skip Navigation ® h=4 \ @ ' E
- ’ d

tehnologies

What do you need help with?

Q Type here to describe your issue

What does it relate to? Suddested Solutions

|fl DP Group Facilities Log a catl\\ |/Z Group Facilities Lod a call Regluns\\ (Hdd Tenam\l |/Acc USE'\I |/Re:|ort anIT ISEUE‘\I
\ VRS /A PN AN /

1T Managed Document Services

IT Managed Document Services -
There are no suggestions that

match your search criteria
Report an Issue

Status: Reguest Capture

— o Issue

+ Calegory:  selact Catedory

Kl

- Description:

< Requested For Informatio

* | MATIEZ P » Cost Center
Search for User by Name

Poct Poantar |
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Select IT Managed Document Services Request for Colour Print Requests.

CA Service Catalog

technolegies
Dashboards Messades
Search: IT Support Services ~

Senatla, Matiedo Lod Out | Help
Buziness Unit- Discovery  Role: End User

Home > IT Support Services = IT Managed Document Services

IT Manaded Document Services

* = Required

Report an Issue

Status: Request Capture

~ Issua Information

* Catedory

* Description

Requests
Go Open Reguests(1) | Pending My Action(0)
Notes(0) Attachments(0) Submit
~

ITManaged Document Services Private Print Requests
ITManaged Document Services Request for a Printing Quote
IT Managed Document Services Request for All Envelopes

ITManaged Document Services Request for Business Cards

ITManaged Document Services Request for Posters & Large Format Printing & Framing
ITManaged Document Services Request for T-shirt Printing
ITManaged Document Services Shred-It Bin Queries

~ Requestad For Information

First Name:

Last Name:

Job Title:

Phone Number

Email Address:

User Type:

o * Cost Center

Cost Center
Manager:

Is the Cost Center (®
Correct?:

Department:

Independent
Contractor:

Fill in all the required information marked with * and highlighted in RED.

- name and surname, quantity, address, zone “where we need to deliver” etc.

A business cards artwork or template needs to be attached at all times.

Should you require more than one order please log each request separately and attach artwork.
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Click Submit.

A s OmIVILE managEmenL s Heks A
&« > ¢ & https://ca.discovery.co.za:9444/casm.htm#/bui/home/search?selectedOfferingld = 10378 8selected OfferingName=1T%20Managed%20Document%20Services *r @ H
CA Service Management Home My Tickets My Approvals(0) Skip Navigation ® ¥ \. P ' H Logout
Iechnologhes e - e "

What do you need help with?

Q Type here to describe your issue

Sugdgested Solutions I

What does it relate to?

\/l DP Group Facilities Log a ESU\I |’z Group Facilities Log a call REQIUHS\\ \/.ﬂ\dd Tenam\\ \/Ac: USE'\I (Re:orl anlIT ISEUE\I
\ VAN RN AN AN J

it Ser

IT Managed Docum

et

IT Managed Document Services -
There are no suggestions that
match your search criteria

Report an Issue

Status: Request Capture

< Issue

| <

« Category: | ITManaged Document Services.Bulk Black & Whita Print Requests

= Description:

Discovery Ltd. registration number: 1999/007789/06. Companies in the group are authorised financial services providers.

Guide on how to log a call on CA Helpdesk to print Page 5 of 5
[28092020] Confidential

business cards]



