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                                            Heads-Up Message Guide


System Advisory Notice and Heads-Up Message Guide 
Purpose

This guide is provided to further explain the SAN and HUM process and procedures provided by the HelpDesk.
1. Log into REMEDY ( Open the ‘Control Panel’ and go to ‘Jump to Form’ ( pick ‘SAN/HUM’.
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2. When the ‘SANHUM’ screen appears it will be the ‘Search Message’ Screen. Pick the ‘New Request’ icon. 
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3. The ‘New Message’ screen will appear.

4. Use the drop down menus to fill out blocks ‘1’, ‘2’ and ‘3’; block ‘4’ is input manually. 
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Note

The message number will be automatically entered before the text (in block 4) when the message is saved.

5. At the ‘Message Information’ tab manually enter the required information in blocks ‘5’ and ‘6’; complete block ‘7’ if necessary (An associated release number should only be chosen if the SAN is to expire upon a particular release).  Block ‘8’ (message text) can be directly input or cut and pasted from Microsoft Word.
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6. At the ‘SANHUM Processing Information’ tab click the ‘Yes’ button.
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7. In the ‘Assign to QA’ block choose the appropriate individual from the menu.

8. Click the ‘Save’ button in the upper right hand corner.
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