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Consolidated Service Desk (CSD)
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Introduction

The Consolidated Service Desk (CSD) is the web-based single point of entry for all Directorate of Information Management (DOIM) products and services.  What does this mean?

Perhaps you want to submit a request for a custom exhibit or display.  In the past you were  required to find a paper copy of a Department of the Army (DA) 3903 Request for Visual Information (VI) Work Order, fill out all the blocks, and send it to the proper office.  Filling out the form (once you found one) probably took several minutes, and then you either hand-carried the form or put it the distribution system.  Now you can go to the Consolidated Service Desk web site and click through a simple on-line form, click the “submit” button, and Voila!, you have submitted the work order.  

Even better, when you submit the work order, you will receive an email confirmation within minutes.  Now you have a record of your submission.  If the status of the work order changes, you are notified by email.  When the work is finished, you will again be notified by email.  

By the way, you get to the website through your Internet Explorer web browser.  Go to http://www.apg.army.mil, look for the Consolidated Service Desk button in the middle of the web page and click.  

If you prefer to use the phone, dial 410-306-4357, and follow the prompts.
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After clicking the CSD button, you will see the CSD opening screen:
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CSD Opening Screen

If you click on the menu buttons on the left or the links on the bottom of the screen, you will see what they are about.  As usual, the best way to figure it out is to click on each and navigate as you see fit.  But, in case you like to see the features in print, I will outline them here.

Summary of Features

Visual Information

When you click on the button labeled “Visual Information” you will be able to submit a work order for the following:
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Engraving/Nameplate Complex Exhibit Military Exercises and Aerial photos
Custom Signs (Slap Cards) Training Support Requirements
Ceremonies and Historical
Documentation
Law Enforcement and Investigation
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Computer Services

Here is a summary of the computer services offered.  This is applicable only to customers in the Garrison and Ordnance Center and School’s network.
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Telephone Services
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Telephone services include two main categories: Telephone Services and Telephone Trouble Tickets. 

Telephone services include local service requests.  Local service requests are requests for  installation of  phones, phone lines or network lines and drops.  Trouble tickets are requests for repairs of telecommunications equipment and infrastructure.

Applications

[image: image7.png]Application Services

Applications primary service involves writing programs to manage
your information. This information is put into a database that provides
an automated means for storing, maintaining and retrieving data
related to a particular subject.

Submit a System Change Request (SCR) to have a new database
developed to assist you in your daily job duties or to make
modifications to existing databases.




Applications is the place you go if you need a new application built or you want to modify an existing DOIM supported application.

Account/Password Request

A supervisor may request that an account be created for network access, mainframe access, and email accounts.  An account can be created, changed or deleted.

E-mail Notifications

One of the major benefits of the CSD is the fact that for every work order, trouble ticket, or appointment submitted, a confirmation is received within minutes.  This means that you, the user, have a record of your transaction.  You handle this like any other email message.  You can store it in a folder for later reference.  The notification lists the ticket number, subject of the submission, time submitted and who submitted.  The figure below is an example of the email notification:
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Notice the blue hotlink, or URL, in the body of the email message.  Clicking on the link will let you see details of the ticket.  You will have to logon using your regular user name and password to see the detail.  You will see the following screen:
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After you logon, you will see your open requests and details:

When you are finished checking your submissions, just click the logout button.

Note that you must have an Outlook email account with the Garrison or Ordnance Center and School to use CSD.  This brings me to the next topic; “What if I don’t have an account with Garrison?”

Outside User Account Request

If you have a need to open an account in order to use CSD, here is how you do it:

After clicking on a menu button to see what services or products you want, you will see a screen like the following: 

[image: image10.png]Fie Edt View Favortes Took

bk - o - @ [2) A | Qearch [revorkes @iveda (3

Help

Hy@an@

Home

Visual Information

mputer Services

Telephone Services

Army Community Services

Applications

Application Services

Applications primary service involves wrifing programs to manage your
information. This information is put into a database that provides an automated
means for storing, maintaining and refrieving data related to a particular subject.

Submit a System Change Request (SCR) to have anew database developed fo
assist you in your daily job duties or to make modifications to existing databases.

If you are an outside APG user or do not have a network logon, click here to
Tequest access to our system.

Goto
Applications

[Home] [Visusl Informstion)] [Computes Services] [Telephone Services] [Asmy Community Services] [Applications]

® Internet





This should be a familiar screen.  Note the blue hotlink that allows you to request a CSD account.  Just click the link and you will navigate to the form below allowing you to request the account.
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Fill out all the fields and click on the “Submit Your Request” button at the bottom of the form.  You will receive a password within five days by email.

Details of Features and Functions

Log On

In case you haven’t already surfed through some of the features and functions, we will do it here.  The major functions and associated screens will follow. First we must logon to CSD.  We will begin at the CSD main screen:
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From here, click on any of the menu buttons on the left of the screen.  

Then find the appropriate button and click it:

After clicking the button, you will come to the logon screen.  Use the same information you use to logon to your workstation.
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Now you are fully logged on and ready to use CSD!

Visual Information

As mentioned before, there are quite a few products and services under the Visual Information (VI) menu button.  Here is the list again:
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You will see that there are two major functions here.  The first is a work order screen and the other is an appointment function.  The appointment functions are associated with photography only.  So, let’s walk through submitting VI requests.

Clicking on the Visual Information menu button will get you to a dynamic cascading menu such as you see here.
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After picking your product or service, you will navigate to this form.  Fill in the form and submit.
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You should describe your request in enough detail that the recipient can do the job for you.  After submission, you will get your email notification within minutes.  This form is the same form used for all VI requests except for photo appointments.  

Photo Appointments

If a customer needs a Department of the Army (DA) photo, head and shoulders photo, or USMC photo, the following process is used:  Select this menu:  
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You will see the following screen:
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If you need a DA Photo or Head and Shoulders photo, highlight the selection in the box and click “Enter.”  You will see the next screen:
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Yes!  It’s a calendar.  You click on one of the hotlinks to choose your preferred day.
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After clicking the link on the preferred appointment day, you will select the time for the appointment:
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Once you have picked your time, you see the following:
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Fill in all fields and click “Submit Information."  Again, you will receive a confirmation of your appointment.  Put it on your calendar!

Well, that pretty much wraps up the Visual Information features.  So, let’s move on.  

Computer Services

Computer services are shown in the following screen.  You will have access to these services only if you are currently supported by the APG Garrison DOIM.  The exception is mainframe applications.  If you do not have an existing APG Garrison DOIM account, then you must request one.  

When logged in, you will first come to the following screen where you may pick your desired service:
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After selecting the desired service you will see the following screen:
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Simply fill in the fields on the form and click “Submit.”  You will receive an e-mail confirmation of your submission.  All computer services use the same form.

Let’s look at the next main menu item.

Account/Password Request 13-R

The Account/Password Request facilitates the addition, change or deletion of the accounts shown on the following screen:
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You may start the process by clicking on one of the blue hotlinks above.

After clicking the hotlink, you see the 13-R form.

Form 13-R
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Only supervisors may submit this form.  Fill out the fields and click the “Submit Your 13-R” button at the bottom of the page.
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Applications

Selecting the Applications button will let you request a solution to a problem with an existing database or application or submit a System Change Request (SCR).
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You may select any choice shown on the screen.  You will then see the following, familiar screen:
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Fill in your request and submit.
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Selecting the last option, Create/Modify Existing Application/Database (SCR), you will see the SCR form.
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Again, fill out the form and submit.  

Telephone Services

Next, let’s go to Telephone Services.  Here you can request Telephone Services (local service request) through the  existing TMS application, or submit a telephone trouble ticket.  When you click on the “Telephone Services” button, you will see two options:
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Clicking on the “Telephone Services (TMS)” button opens up the following screen:
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A user must already have the TMS/Bridgenet account in order to submit a request here.  The Telephone Control Officer (TCO) is the individual who has the access to this application.

Clicking on the “Telephone Trouble Tickets” button will open the following screen where any user may submit trouble tickets:
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I™ Bell Does Not Ring [~ Cannot Get Operator I Does Not Answer
I™ Bell Rings Faintly I~ Cannot Hear I~ Cuts OF

I Permancnt Signal [ Cannot BeHeard I Noisy

I NoDialTons I Faulty Dial I Broken Instrument

Other Trouble
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Fill out the form and submit.

View Open Requests

You may have noticed that on some screens you see a link labeled “View My Open Requests”.  
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View My Open Request




When you click the link, you will open a window displaying all of your open requests.
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Open Call Request

Description
Upidate Phone Number: Update sl Descripton of Problemsed o hook Keror
Mulifunction machine to nsbwork 1 nsed this by:ASAP

Upidats Phons Nunber: Update sl Description of Problemock Xerox Multifunction
machie to nstwork phons 40561 | need this by ASAP

Upidats Phore Nuber: Update anail Descripion o Problen;connect Xerox machiae to
network POC Pam Catcer L nsed this by ASAP

Upddats Phone Nuber: Update el Description of Problemised 35 foot cat 3 abls runT
need this by ASAP

Upidate Phons Nuber: Update il Descripion of Problemnsed conmsction to nstwork
need this by ASAP
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Summary

This simple User’s Guide should be sufficient for users of CSD.  If you have any questions regarding this application, you may submit a request through the CSD or dial 4-HELP.




Important tips!





Click for directions to photo lab!





USMC click here for photos





Highlight choice here





Pick your time!
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