Purdue Operations Center Portal Navigation
Accessing the service portal – 3 easy options:
· Visit service.purdue.edu to go directly to the portal.
· Visit the Team Dynamix Resources page, with direct links to center service requests and video tutorials of key TDX functions at https://www.purdue.edu/treasurer/finance/operations/business-operations-and-centers/tdx-resources/
· Use the OneCampus portal to link directly to the business center forms. 
Navigating the Portal
· Ensure you are signed in on the top right of the web page before attempting to submit a form.
· If you are starting from the portal home:
· Select the “Services” option from the task bar, and “Administrative & Business” from the service catalog options.
· Employment Center forms will be located within the “Human Resources” category. Procurement Center forms will be located with the “Procurement” category.
· If you access the forms through a direct link, you will start within the category you selected.
· Available forms will be listed on the right side of the webpage.
· A “general inquiry” form is available for general questions, or if you are unsure which category your request should go in.
Basic Form Information
· Customer Information – on all forms
· “Requestor” field will be automatically filled out with your name if you are logged in.
· “Acct/Dept” will direct all requests to the appropriate units that handle specific departments. You can use the magnifying glass on the right of the text box to look at all available fields or search by department number.
· “Contact” field should be anyone else you want included on the ticket (similar to the CC function).
Tracking a Submitted Ticket
· Return to the “Services” option from the task bar.
· On the right side of the screen, a box for “My Recent Requests” will appear with your most recent submissions. The “View All Recent Requests” will show all previously submitted tickets.
· After selecting the ticket you would like to review, comments from the center staff will be seen at the bottom of the webpage. Additional attachments can be added to the ticket on the right side of the screen.
