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Request for ITS Software/Web Change or Development
	This section to be completed by requestor

	Requestor’s Name
	
	Date Submitted
	

	Email Address
	
	Phone #
	

	Department
	
	Date Needed
	

	Request for
	








	Web Development

Web Change

Program Development

Program Change

Other
	Priority
	








	Critical to operation of office

Not critical, but almost

Must have, will use every day to do my job

Almost essential, will make my job easier

Nice to have

	Describe the nature of your request below in as much detail as possible.  For example, if it is a web issue, you will need to provide the URL, screen shot, etc to describe the issue. Please include the system:  A/R, AD, AD SSB, Channels, Emp SSB, FAC SSB, FA, FA SSB, FI, FI SSB, GenWeb, General, HR/PY, Integration Components, Position Control, ST, ST SSB, Translation Mgr., Web Tailor, Early Alert, TMA, etc.).  Please give program ID if applicable.  Copy of any error messages, screen shots if applicable, etc.  Provide justification and/or any supporting justification for the request. 

Remember to contact your listservs, counterparts at other universities for their solutions, and submit a Request Product Enhancement (RPE) through SGHE’s support site. RPEs are how mods to SGHE’s software get moved forward.  

Requestor must provide marked-up screen shots/reports/ pertinent information and/or examples.


	How are you currently dealing with the issue of the error or lack of functional program?



After receiving the appropriate signatures, submit to Debbie Goode @ Information Technology Services, Administration Building, Room 201.

Requestor’s Signature






Date

Dean/Director’s Signature






Date

	To be completed by ITS:

	Date Received:
	Tracking #:

	ITS Assignee(s):
	Est. Completion Time:

	Approved
	Disapproved
	Authorization by:
	Date:

	Date Assigned:
	Date 

Moved to TEST:
	Actual 

Completion Time:

	Date Changes Accepted 
by Dean/Director: 
	Approver for Changes to be moved to PROD:

	Date Moved to PROD:
	Notes:








