
Electronic Office Management 
(EOM) xRouting Desk Creation

Replaces Mainframe 

US1 xRouting Desk Creation



Creating EOM xRouting Desks 

• Before you begin:

– Know what EOM Office you are going to use to set 
up the Desks. 

– Establish if you can use existing Desks.

– Decide what you are going to name the new 
Desks, who will be on them, etc. 



Creating EOM xRouting Desks 

• Log in here with your EID: 
https://utdirect.utexas.edu/ew/eom_main.WB
X

https://utdirect.utexas.edu/ew/eom_main.WBX
https://utdirect.utexas.edu/ew/eom_main.WBX
https://utdirect.utexas.edu/ew/eom_main.WBX


Creating EOM xRouting Desks 

Select an office. 



Creating EOM xRouting Desks 

Click on 
Desks. 



Creating EOM xRouting Desks 

Click on Add 
Desk. 



Creating EOM xRouting Desks 

Fill in the Desk 
Name and 
Description. 



Creating EOM xRouting Desks 

Click on Add. 



Creating EOM xRouting Desks 

If you see this 
message, the desk 
was successfully 
added. 

The new desk is 
listed.



Creating EOM xRouting Desks 

Click on Add 
Assignees.



Creating EOM xRouting Desks 

Click on Add 
Desk Assignee.



Creating EOM xRouting Desks 

Enter the EID of 
the desk 
assignee(s) and 
click on Add. 

Mark here if they 
are a Substitute. 
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The Desk 
Assignee will be 
listed.



Creating EOM xRouting Desks 

Click here to 
close the Desk 
Assignees… 
screen. 



Creating EOM xRouting Desks 

Log out of the 
EOM system 
when finished. 


