Efax & F2ZMHartford Rendering Driver for Outlook —
RequestIT Procedures

1. Enter “RequestIT” into your browser navigation bar

2. Under Locate Services by Category, select “Software Applications”
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3. Click on “EFax” under Enterprise Applications
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4. Select “Order” to the right of EFax — Account Administration, shown below
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| Home Faquisitions | | Copy Requisition | | Orderon Bahalf Muthonzations |

Home > Software Applications > Efax

Search for Services Available for Laura Cull

Search for services containing:

] (Title and Reywards only)

EFax - Account Administration Srder

Select this sarvice for FaxZMad new accounts or changas to axisting accounts. Attached spreadshasts must contan AD Login infarmation .
EFax - Resend Welcome Kit

Select this service to request a resend of a FaxZMail welcome kit 3f making multple requests be sure to add attachment with AD accounts.
Efax - Cover Page Roquest

Splect this sarvice to requsst a new of changs to a departmental custam cover page for Premiere Global Serviees Efax, Be sure to sttach a capy of the cover page dacumant,

5. Requested For: confirm that your contact information is correct

6. Request Information:
a. Request Type: select “New” from the drop-down

7. Location Information: complete this section with your remote work location address
8. Financial Information: enter your department’s expense code

9. Request Information:
a. What account maintenance change(s) do you require?: “Create new account”
b. Business justification: “RWP participant and needs to send faxes from remote location for
expense reimbursement”
Does mailbox already exist: select “Yes”
Mailbox name: enter your Hartford email address (ex: Bob.Smith@thehartford.com)
Domain/NT Account: “AD1”
Company: “P&C eB&T”
Department: enter your department name (ex: ADM)
Function: enter your position title (ex: Developer)
Type of Fax Service Requested: select “Outbound Only” from the drop-down
Default Cover or Cover Page to be Assigned: leave blank
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10. Attachment Information:
a. Attachment Instructions: check “Yes, | have read the instructions”

11. Preferences:
a. Preferred Date and Time: select your preferred date and time for service delivery
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12. Your screen should appear as shown below
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Select “Submit Order”

Once you have completed your order, you can view the status under the Requisitions tab at

anytime.

When your F2M Account has been created, you will receive a confirmation email. Follow the
instructions to complete the account setup. Although you received the email, it does not mean

you are ready to submit expense reports without a fax machine.

Confirm if the “F2MHartford Rendering Driver for Outlook” is installed on your computer by

selecting File, Print in Outlook. Review your printer name dropdown list; if “F2MHartford
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Rendering

Driver for Outlook” is listed, you are all set to submit expense reports without a fax

machine. If the driver is not installed on your computer, continue with the steps listed below.

17. Enter “OLS” into your browser navigation bar

18. Enter your personal information and proceed to the next screen

19. Enter or select the following information for each step

Step 1:
Step 2:

Step 3:
Step 4:
Step 5:

Select “Personal Computing”

Select “Software” from the Service Type drop-down menu. Select “item not found”
from the Service Item drop-down menu. You will be prompted to request governance
approval, governance is not required for this request. Select “Close Window”

leave as-is

N/A

Enter “Requesting installation of the F2MHartford Rendering Driver for Outlook.
Account setup is complete.”

20. Select “Continue”

i Request Detail: ‘

Need Help? Call Your Local Service Desk or The ISD Service Desk At B60-547-HELP (4357) 1

Step 7. Select A Service Category: This Request Will Be Fulfilled On Or Before|e/17/2008430:19P% |

Step 3

(=) Personal Camputing
() Server Suppart Click Here To Request A Different Date
atch Application

3 Business Applications

(" CCIA Applications

() Data Network Services Step 4 Click In The Table Below. and Then the Add Button To Add
() Drive Access or Mapping AttachmentsThat Would Help Fulfill This Request

() eMail Exchange (There Is A Maximum Of Ten 1mb Attachments):

{_"J ehail Latus File Mame Max Gize Attach Label

3 Enterprize Applications

A
Conference Center Trairing Flequester Attachment2

Gonillicene Eequesfel %Ffaclhmenf? B
"~ Mainframe Compulting ’ -
3 Monitaring Services

() Multi-Servics Request

() Project Requests

() Remate Waiker Aocess
) Staffing Needs [Pilat Only)
(" Video Conferencing

() Woice Netwark Services
() Asset Management

() Category Not Found

(" Management Services

(0 Riole Based Access Fequest Step % Enter A Short Description That Will Be Used To Identify This
Request In System Notifications And In The Check Status Screen:

|Requesting installation of the F2MH artford Rendering Driver for Outlook. Account setup || =
iis complete.

Step 2 Select A Service Type And tem] &S/zr # Flease Select One:

Servics Typs

Software -

;Ig_ : BAGK | [CONTINUE
Senvice Jtem:

|item not found | -

21. Enter the following information for each answer
Answer 1: Enter “No governance required. Account setup and complete”
Answer 2: Enter “eB&T RWP”
Answer 3: Enter “N/A”
Answer 4: Enter “Faxing expense reports from home (remote worker 5 days/week)
Answer 5: Enter “N/A”
Answer 6: Enter “F2MHartford Rendering Driver for Outlook”
Answer 7: Enter “N/A”

Updated: 6/10/2009



22. Select “Submit”

all Your

{F2MHarttord Rendering Driver for Outloak.
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