Request IT Equipment, Seats, and Services 
Using the Enterprise Service Desk (ESD)
Revised 10/30/2012
Requests for the following functions are now initiated using the Enterprise Service Desk (ESD) Web site:  https://esd.nasa.gov.
	

	


	Request Type
	Add/Assign
	Move
	Remove/De-subscribe

	Aircard Seat
	1. Go to the ESD
2. Click “Order Services”
3. Click “Mobile Device Services”
4. Click “Wireless Aircard Service Request”
5. Click “Request Now” for the desired service
	N/A
	Go to the ESD
1. Click “Order Services”
2. Click “Computing Seat Services”
3. Click “Other Seat Services”
4. Click “Request Now” under “De-Subscribe Seat”
5. Provide complete details in the online form

	MIFI Wireless Mobile Hotspot
	1. Go to the ESD
2. Click “Order Services”
3. Click “Mobile Device Services”
4. Click “MIFI Wireless Mobile Hotspot Request”
5. Click “Request Now” for the desired service provider.
	N/A
	1. Go to the ESD
2. Click “Order Services”
3. Click “Computing Seat Services”
4. Click “Other Seat Services”
5. Click “Request Now” under “De-Subscribe Seat”
6. Provide complete details in the online form

	Computer Seat
	1. Go to the ESD
2. Click “Order Services”
3. Click “Computing Seat Services”
4. Click on desired seat category
5. Click “Request Now” under the desired model.
	1. Go to the ESD
2. Click “Order Services”
3. Click “Moves”
4. Click “Request Now” under “Movement of a Computing Seat”
5. Specify number of seats being moved in the drop-down box
6. Fill out the From-To Move Template spreadsheet and upload the file in the request window
	1. Go to the ESD
Click “Order Services”
Click “Computing Seat Services”
7. Click “Other Seat Services”
Click “Request Now” under “De-Subscribe Seat”
Provide complete details in the online form

	Fax Seat
	1. Go to the ESD
2. Click “Order Services”
3. Click “Printing/Fax Services”
4. Click “Request Now” for desired seat
	1. Go to the ESD
2. Click “Order Services”
3. Click “Moves”
4. Click “Request Now” under “Movement of a Computing Seat”
5. Specify number of seats being moved in the drop-down box
6. Fill out the From-To Move Template spreadsheet and upload the file in the request window
	1. Go to the ESD
Click “Order Services”
Click “Computing Seat Services”
9. Click “Other Seat Services”
Click “Request Now” under “De-Subscribe Seat”
Provide complete details in the online form

	Mobile Device
	1. Go to the ESD
2. Click “Order Services”
3. Click “Mobile Device Services”
4. Click on desired seat service 

	N/A
	1. Go to the ESD
Click “Order Services”
Click “Computing Seat Services”
11. Click “Other Seat Services”
Click “Request Now” under “De-Subscribe Seat”
Provide complete details in the online form

	Pager Seat
	1. Go to the ESD
2. Click “Order Services”
3. Click “Mobile Device Services”
4. Click “Pager Seat Request”

	N/A
	1. Go to the ESD
13. Click “Order Services”
14. Click “Computing Seat Services”
15. Click “Other Seat Services”
16. Click “Request Now” under “De-Subscribe Seat”
17. Provide complete details in the online form

	Phone, Desktop
	1. Go to the ESD
2. Click “Order Services”
3. Click “Desk Telephone Services”
4. Click “Request Now” under “Telephone – HQ – New Request”
	1. Go to the ESD
2. Click “Order Services”
3. In the search box, type “move telephone” and click on the magnifying glass icon
4. Click “Request Now” under “Telephone – HQ – Move Request”
	1. Go to the ESD
2. Click “Order Services”
3. Click “Desk Telephone Services”
4. Click “Request Now” under “Telephone – HQ – Delete/Excess Request”

	Printer Seat
	1. Go to the ESD
2. Click “Order Services”
3. Click “Printers/Scanner/Faxes”
4. Select desired seat
	1. Go to the ESD
2. Click “Order Services”
3. Click “Moves”
4. Click “Request Now” under “Movement of a Computing Seat”
5. Specify number of seats being moved in the drop-down box
6. Fill out the From-To Move Template spreadsheet and upload the file in the request window
	1. Go to the ESD
2. Click “Order Services”
3. Click “Other ACES Services”
4. Click “Request Now” under “Other ACES Services”
5. Select “De-subscribe Seat” from the drop-down menu
6. Provide details in the text box

	Tablet Device Seat
	1. Go to the ESD
2. Click “Order Services”
3. Click “Mobile Seat Services”
4. Click “iPad Request”
5. Select desired seat
	N/A
	1. Go to the ESD
2. Click “Order Services”
3. Click “Computing Seat Services”
4. Click “Other Seat Services”
5. Click “Request Now” under “De-Subscribe Seat”
6. Provide complete details in the online form

	Video Conferencing Seat (WebEx)
	1. Go to the ESD
2. Click “Order Services”
3. Click “Collaboration Services”
under “Virtual Team Service (VTS)”
4. Complete the form and select “New” for “Type of Seat Service Requested”
	N/A
	1. Go to the ESD
2. Click “Order Services”
3. Click “Collaboration Services” under “Virtual Team Service (VTS)”
4. Complete the form and select “Delete” for “Type of VTS Seat Service Requested”



