Internal Request: Anonymous User Instructions

Step 1: Navigate to Inside Anderson, the City’s Employee Intranet (http://www.insideanderson.info/). Click the “Internal
Request” link in the top banner. This will redirect to the Internal Request sign-in screen.

Home HR Benefits PEBA Forms Directory E-Mail Interal Request New Employee [T Help / Training »
—_— —_— e City of Anderson Employee Intranet

&

Access to Direct Deposit, Pay Stubs, W25 Upcoming Important Dates and Events Internal Job Postings and Information

Home

and Pay Dates

=l

Employee Policies and Standards Budget Information

Safety Resources, Training Videos and

Accident Forms

Step 2: Click "Sign In Anonymously" located within the red box.
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Step 3: Select an issue from the “Issue” drop-down screen.
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Step 4: Fill out the related issue details. This includes a description of the issue or problem; the facility where the issue is located;
the specific location within that facility; a priority level; and your contact information.
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Step 5: You may add attachments by clicking “Add an attachment.” Navigate to the file or location of your photo(s) and click
“Open.” The attachment(s) will appear below the "Contact E-mail Address" box. When you are finished, click “Submit Request.
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General Notes:

We are unable to change the appearance of the Facility drop-down for anonymous users. If you begin
typing the name of your facility in the box, any facility with that name (or that contains a portion of that
name) will appear.

It is important that as much detail is provided as possible, including your contact information. Providing
contact information is the only way an employee from Building Maintenance will be able to follow-up
with you about the issue.
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