/ Yukon-Kuskokwim Public Relations

HEALTH CORPORATION

Guide to Requesting Public Relations Support
through HEAT Self-Service

| 1. Access HEAT Self-Service
> through the YKHC Intranet
homepage.

Practices

2. Login using your YKHC
domain credentials.

ivanti

Ivanti Service Manager

Password  Password
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Employee Departure

Estimated 3 days

Log any type of Employee Departure for
all employees including Full Time, Part
Time, and Contractors

Internet Access Only

>
ﬂ Internet access for consultants. Not for
employees. No network access.

Report Request

‘| || Request for a new report or modify an
L existing one

Smartphc
Request a
data plan

3. Select Service Catalog from
the HEAT dashboard.

4. Select Public Relations
from the category menu.
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5. Select the service request that best fits your request.
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P Service Offering: Print Job
\_. Request a print job from Public Relations

= required
Service options

This form is to submit print requests for
items that have already been drafted,
edited and approved. Please keep in
mind that print jobs with ‘special
requests’ may take more time than five
business days to fulfil, due to the nature
of the work.

Requester Details

* Employee Name * Department

Mitchell Forbes v Public Afairs v
* Extension

6036

Print Job Details

* Job Type * Job Name/Description

* Date Needed By

Attachment

Selectfiles  Delete all

or drop files here

Total Number of Pages in Print Job

6. Fill out the service request. Be as
specific as possible. A member of the
Public Relations team will contact you
: with any questions.

* Paper Size

* Paper Stock

Cancel  Review & Submit
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