Financial Operations Requests
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Financial Operations General Requests are created using Halo's user portal (learn how to log in here).

All financial operations requests from the following groups should be submitted via the portal:

e Wharton Computing
e Wharton Human Resources and People Operations
e Wharton Operations

Any requests to the following F&A groups must be submitted via the portal:

e F&A Payroll Support
e F&A Financial Operations

Before You Start
You will need the following before you can complete this task:

e An active Wharton faculty or staff affiliation
e An active PennKey
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Submitting a Request

You'll need to log into the Halo User Portal (http://wharton.haloitsm.com/portal/) to submit a Financial Operations

Request. If you're someone without an active PennKey a PennKey holder will need to create the request on your
behalf.

1. Loginto the Halo User Portal using your PennKey.
2.


https://wharton.haloitsm.com/portal/
https://support.wharton.upenn.edu/help/halo-at-wharton#userportal
https://support.wharton.upenn.edu/help/halo-at-wharton#userportal
http://support.wharton.upenn.edu/#submitting-a-request
http://support.wharton.upenn.edu/#checking-the-status-of-a-request
http://support.wharton.upenn.edu/#replying-to-a-request
http://wharton.haloitsm.com/portal/
http://wharton.haloitsm.com/portal/
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Once you've logged into the User Portal you're presented with the tiles you have access to. Click onFinancial
Operations Request.

Financial Operations Request

General Request h
Guest Travel Reimbursement

Purchase Request

Click on General Request. More options will be added to this screen over time.
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Financial Operations Request

General Request
Please complete the following form to submit a general inquiry. An agent will get back to you shortly.

*denotes a mandatory field

Select your group/department, or choose F&A Payroll or F&A Financial Operations for direct F&A support. *
Select the category that meost closely aligns with your request. *

Provide a brief description of your request. *

Details *
Provide a detailed description and include supporting documentation if needed.

Attachments

r -— -— -— -— -— -_— -— -— -_— -— -— -_— -— -— -_— -— -— -_— -— -— ,
| |
! Click here or drag and drop files to upload. !
| |
| |
‘ -— -— -— -— -— -_— -— -— -_— -— -— -_— -— -— -_— -— -— -_— -— -— J

Fill in the form with as much detail as you like. The first field should be either the group that the request
comes from OR the F&A group that the request is going to (only for payroll or financial operation issues).
Attachments are optional, though you can add multiple attachments if so desired.

5. Click Submit.

6. Theticket is created and details of your request are shown. You'll also receive an email confirmation.

ETop

Checking the status of a Request

1. Loginto the user portal (https://wharton.haloitsm.com/portal/) with your PennKey username and password.
2. Click My tickets.
3. All of your open tickets are displayed on the My Tickets page. Click on one for more details.


http://support.wharton.upenn.edu/#
https://wharton.haloitsm.com/portal/
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Scott McNulty
‘Wharton/Users
Date Reported
Scott McNulty 9/29/2025 1:31 PM
9/29/2025 12:07 PM
User Update
Ticket Type
This is a reply.

F&A General Request

Status

Scott McNulty 9/29/2025 12:07 PM
Opened

Select your group/department, or choose
F&A Payroll or F&A Financial Operations for
direct F&A support.

F&A Payroll Support

Select the category that most closely aligns
with your request.

Financial Systems Training and Access

Provide a brief description of your request.

Test

Details

Test

At the top of the screen you can see at what point of the workflow your ticket is currently in. The status and
more details are listed on the right of the screen and any messages or actions that have been taken on the
ticket are listed on the left.

Open Tickets My Tickets test o
1-20f2 o
ID User Summary Ticket Type Status Date Reporte
0000270 Users/Scott McNulty — Test F&A General... Updated 9/29/2025 1.
0000238 Users/Scott McNulty Thisis atest- 5. F&A General... Updated 9/18/2025 11

To search across all your tickets type in your search term in the search box on the right of the screen. Your My
Tickets list will update automatically. Clear the search term to list all the tickets.

Changing the view

By default My Tickets lists your tickets in a table view. There are a few other views available to you. Clicking the ...
button under the search field on the My Tickets screen allows you to switch between all the available views:

Table



Open Tickets My Tickets Search.. ,O

1-20f2
D User Summary Ticket Type Status % Date Reported Workflow Stage Agent
|
0000238 Users/Scott McNulty This is a test- SCOTT  F&A General Re... Updated 9/19/202511:38... New Unassigned
0000270 Users/Scott McNulty Test F&A General Re... New 9/29/202512:07 ... New Unassigned

The default view. Click on a header to sort your tickets by that column. When you hover over a column name the
filter icon appears. Click on it and you can filter the table by the contents of a column.

Tile
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Test New
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Ticket Type

Fé&A General Request

Status

Select your group/department, or choose F&A Payroll or F&A Financial Operations for direct F8A support.

F&A Payroll Support

Select the category that most closely aligns with your request.

Financial Systems Training and Access

Provide a brief description of your request.

Test

Details

Test

This view is inspired by Outlook. Your tickets are listed to the left, click on one and details are displayed on the
right.

Kanban



Open Tickets My Tickets Search... jo)

1-20f2

Updated New

#238 This is a test - SCOTT #270 Test

Kanban is a way of visualizing work using cards (which are tickets in Halo) into rows or columns (statuses or
workflow states in Halo).

Gantt

The Gantt view requires a feature we aren't using at the moment.

Filtering

By default all of your Open Tickets will be listed on the My Tickets
screen. However, you might want to see historical ticket MY TleetS
information or just highlight those tickets that require your

attention.
| Open Tickets v | W

That's where the filter dropdown in the upper left corner of the My

Tickets screen comes in handy. Click on the dropdown to see the

four options: Awaiting Input
Closed Tickets
e OpenTickets - The default shows only tickets that are All Tickets Sur

currently open.

e Awaiting Input - These tickets have been marked by an agent as needed input from you (we'll cover
responding to a ticket later in this article).

e Close Tickets - Lists only completed tickets.

e All Tickets - Tickets with any status are listed.

To change your filter just select a value from the dropdown. The filter is instantly applied and your My Ticket list is
updated.

ETop

Replying to a Request
You can respond to an agent message on one of your tickets, or provide additional details, through the user portal:

1. Loginto the User Portal.

2. Click My Tickets.

3. Locate the ticket you need to reply to and click oniit.
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Click on the blue Reply button.
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Type your message here.

Please tick this box if your issue has been resolved

Attachments
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Enter your message in the editor. You can include links and advanced formatting if you like. You can also add
an attachment by dragging and dropping them in the denoted area.
6. Click the blue Save button to send your reply.

Note: Should your problem be resolved you can close this ticket by checking the "Please tick this box if your
issue has been resolved" box on the reply screen. Clicking save will then close the ticket.

Questions



Contact: Your Wharton Computing Representative


https://support.wharton.upenn.edu/help/computing-contact-list

