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How to create an OIT ticket for a new Detail Code: 

1. Visit the OIT Help Desk Website at: 
https://helpdesk.fau.edu/TDClient/2061/Portal/Home/ 
 

2. Type Detail Code Request in the search bar and click the Search 
icon. 

 

3. Click on Submit a request. 

 

4. Fill out the information according to specific needs.                         

 

 

5. The options will differ based on if the new Detail Code will be or 
will not be used in the Marketplace.                         

 
 

 
 
 
 
 
 
 
 

 

 

6. Select Type of Detail Code and if the Detail Code will be 
Refundable or Non-refundable. 

https://helpdesk.fau.edu/TDClient/2061/Portal/Home/
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7. Be sure to use the correct Workday SmartTag, Revenue or 
Spend Category, and Ledger Account. TIP: Not providing 
correct information in these fields will result in the request being 
returned to the Requestor. 

     

 

 

 

 

 

 

 

 

 
 

8. Using a few brief sentences, explain the purpose of the detail code.  

 

 

9. When finished, click on Submit. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
  


