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For help with IS Support go to www.archindy.org/Intranet & select Information Systems. Please look through
the Information Systems site to familiarize yourself with information available for support.
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IFyour need 15 nok Urgent please send an email to addresses below. If unsure of which email to
direct to please send to option 1:

1. Non urgent requests for IT support can be made by emailing psc@archindy.org or
opening up a case with The AME Group agent in the system tray.
2. Non urgent request for telecommunications support (phones) can be made by emailing
hones@archindy.org.
3. Mon urgent request for copiers/printers can be made by emailing
mailcenter@archindy.org.

If you have an urgent need with IT, Phone, or copier/printers please call the Technical Support Center at
extension 1420 (or 317-236-1420). You will reach an auto-attendant with two options. Please select the
appropriate option based on the help that you need. If you are unsure of which to call please select option 1:

1. IT Support/Telephone & Fax Support (calls go to The AME Group Operational Support Center, 888-523-
ARCH (2724), support hours from 7 am — 6 pm Monday-Friday, after hours engineer is on call)

2. Copier/Printer Support (will send call to the Mail Center or if unavailable to Sharp Business Systems 317-
813-1599)
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If your need is a non-urgent Information Technology request, please create a case using the AME service tool.
This is a program that is access on your computer as outlined below. See the screen shots below of how to

access the service tool:

OPERATIONAL
SUPPORT CENTER
Click on arrow located at lower right hand of 1884533181 TN (e
screen and click, the click AME icon Device Information

MNarne Logon server
PFOLNXMU.archindy.org  \\ADIDCOT

IP address
feB0ielcl:7Th9:feB5:678f%19
10.1.201.161

User
ARCHINDY\rpirau

Helpful links

51 \ Create Ticket

Open web portal

Start Remote Session

Test Internet Connectivity

Machine Info

Restart Service Tool
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An email can also be sent to service providers as outlined addresses below.

1. The preferred method for contacting is by calling them or using the AME service tool. Both directly
open cases in their case management system. Only send an email to AME at osc@archindy.org if you
are not able to call or use the AME service tool.

2. Non-urgent request for copiers/printers can be made by emailing mailcenter@archindy.org.
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Self Service Account Unlock and Password reset

New users are required to set up self-service account unlock for identification purposes, and also to be able to
unlock their user accounts. This is needed so AME support staff can verify the end user is an Archdiocese
registered user. AME will use information provided by the end user to identify the user by matches of answers
to questions. There may be some occasions where your user account is locked out which will prevent you from
logging into your computer or remotely logging into email. The lockout will occur if there are five incorrect
attempts to log in. You can always call the IS support center, but there is a self-service account unlock that is
available for you to unlock your account. This tool is available as an app for iPhone and Android. It is also
available buy going to www.archindy.org. You can use any computer to go to www.archindy.org to access the
self-service unlock. To access this service please enroll in the self-service account unlock. Follow directions
below.

Go to https://selfservice.archindy.org:9251

New Tab X Using AME Service 7o 41 % 1 ¥l- ManageEngine - ADSelf X f.. ManageEngine - ADSeli™ X
C | @ Secure | https://selfservice.archindy.org:9251/showlogin.cc
B Apps / AcceptDonations ©r  [5] Blackbaud, Inc.- Fur [l Catholic Charities Ho 2 Catholic Chantiesin - Q) Citix XenApp - Loge 22 Employee Intranst. [3 +

geEngine
ADSelfService

Update Your Profile Efficiently : User Name: |
Password: |

Log on to: | ARCHINDY v

| Login |

@ Reset Password
; Reset your forgatten password

E3 Unlock Account
| | Unlock your locked out account

Sign-in using your user ID and password that is used to access your Archdiocese computer. You will enroll by
entering answers to two security questions as well as provide an alternate email address that is not your
archindy.org email address.
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Welcome, Den. Ron Pirau

ManageEngine’ Sy R
e Sign Qut , Personalize
ADSelfService Plus
My Info Change Password

User Registration

The infarmation yeu provide here will be used to authenticats you when you sttempt to resst your passwerd or unlack your &

Security Questions Verification Code

You have already enrolled for
Length Specification

* The minimum length of the answer(z) should be 3 characters and maximum allowed is 255 characters

Register Your Security Question & Answer

Question: | -------Please Select a Question---—-- v

Question: [ -] Please Select 3 Question-—----- d

¥ Hide Answer(s)
Update

Welcome, Don. Ron Pirau

nanage i Sign Out . Personalize

ADSelfService Plus

My Info Change Password

User Registration

The information you provide here will be used to authenticate you when you attemnpt to reset your password or unlock your account.

Security Questions Verification Code

You have already enrolled for

Register Your Email Address(es)

|-_'|::irau-§-erchind',r.:rv_: |
fc.arg [

1
|rp|rau-j-;ca:hsl-cexcqange.c:"r' | g
L

|rpirau-‘§ss-

| Update |

Once enrolled you will be able to unlock your account or reset your password by going directly to
https://selfservice.archindy.org:9251. You may also go to archindy.org, click on email, and then click on
Unlock Acct/Reset Password. There are also apps that you can download to your Android or iOS smartphone
to unlock accounts. Go to the Google Play Store or Apple App Store and search for “ADSelfService Plus”.

Download the app and then set
up by doing the following:

Created By Deacon Ron Pirau, Last Revised 5/26/2020
File location: https://app.box.com/s/txqze8ztbo590b71k4pf8hhci2vwqg82a



Information Systems User Guide

..... STRW = 9:00 AM = % 89% B

' ( Search

) ManageEngine =
ADSelfService...
Zoho Corporation
N
==l -

iPhone

e e

ADSelf

Page 5 of 6
----- TRW 7 9:02 AM = % 89% w4
& play.google.com (]

B Google Play Q

=) ADSelfService Plus
ﬁ Wbt iy 17,2017
Business

BT oo v

ManageEnginé‘

ADSelfService Plus

/2 Password Reset

Account Unlock
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&Back Server Settings

selfservice.archindy.org

9251

https:/ /selfservice.archindy.org:9251

Scan Server Settings

e Launch ADSelfService
Plus app

e Tap Server Settings in
the home screen

e Slide the Enable
https bar to turn on or
turn off the SSL

e Enter the Server Name:
selfservice.archindy.org
and the Port Number:
9251

Tap Done to save the settings

Enable https (/‘
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ManageE ngin?

ADSelfService Plus

/2 Password Reset

|

Server Settings
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¢ Back  User Verification

rpirau

ARCHINDY

qwer tyuiop
asdfghijk.|
4 zxcvbnma@

123 @ O space return

To unlock your account open
up the app.

e Then press account
unlock

e InputuserID

e Select security
questions or code to
email

e |f email select non
Archindy.org address

eveco TRW 5 10:11 AM < 3 100% m—

Identity Verification

Choaose the made of verification

P
() Verification cade ta email

(:Gt.‘: Verify using security questions
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What is your favourite colour ?

What is your mother's maiden name ?

Home  Identity Verification

Choose the mode of verification

(@) verification code ta email

() Verify using security questions
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& Back

Email List

rpirau@archindy.org
rpirau@ss-fe.arg

rpirau@catholicexchange.com v

If you don’t have a Smartphone you can go to any computer and access www.archindy.org and select the email link on

the page to unlock account.
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Archdiocese of Indianapolis

Homepage
Mission Stseemens | E-mnail
Official Calendar
Wechdioosan For email please log on to www.office.com

Reset Password/Unlock Account '

Send a Comment

Revorta Problem

Select “forgot password” to take you to the self-service page

An ID Card will be issued to you when you start to work or volunteer at the Catholic Center. This ID card will provide
access to the building by holding the ID card next to the card reader outside the door in the reception area and also on
south end of the building. The ID card is also used to access the Sharp copiers in the common areas for printing,
copying, and scanning. To use the Sharp copiers located in common areas users will need to use their ID card to gain
access to copiers by holding the ID card next to the proximity reader on the lower left-hand side of the copier:
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