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Where is the app located?

Ingalls Shipbuilding Intranet
• Homepage Icon
• Resources     Common Tools



Homepage Icon



Resources

 Common Tools         Administration Services Request 



Click. Create.



Select appropriate form for the service you need



All items with * must be completed to proceed with the request. 



Job Details: Use the drop down buttons, check boxes, and special instructions, as needed, to provide 
necessary details of the job. 

Submit Job Request: When details are complete and you’re ready to submit the work for processing



Review: Verify that you have submitted the accurate information. 



Check Job Status

Created: You’ve started the request but have not saved a draft or submitted it 

Draft: Your request is saved but not submitted

Unclaimed: Your request is submitted and awaiting a team member to claim it  

Claimed: A team member has claimed the submitted job and is reviewing the details or completing the request 

Completed: The job is done and out for delivery 



Points of Contact


