New Or Change Report/Process Requests
Create and submit Request Tracker(RT) ticket:
o www.potsdam.edu/cts = Services = Request Tracker(RT)
o SELECT REQUEST/SERVICE CATEGORY - select “Administrative Information

Systems”

o Fillin form as seen below...
Finally, please submit the Request Form as completely and accurately as possible.

| Select Request/Service Category %

New Report or Process
Fields that are highlighted are required.

Submitter Name

Submitter CCA / Email

Lori Blaha

lori

Submitter Contact Number 3013

Submitter Building Name

Submitter Department
Submitter Email Address
Request Type
Programmer name
Department

Target Completion Date

Request Description

o Request Type:

Computing & Technology Services

lori@potsdam.edu

| New Report or Process H
| -select- * |
| -select- :

E

his should be filled in with as much detail as
ossible including items:

ODIFICATION TO CURRENT PROCESS/REPORT:

* current problem details (ie. what condition,etc)
* Banner field names involved

EW PROCESS/REPORT:

field names, who needs access to it, etc.

| Reset Form | Create Ticket |

Adhoc — one time: New report/process that will not be saved for future use
New Report or Process: New report/process

Problem with Report or Process: Current report/process is incorrect
Enhance Existing Report or Process: Additions to a current report/process

If a programmer is selected in the form, they will automatically receive an email

notification of the RT ticket. If no programmer is assigned, one will be assigned within 2
business days.




Finding Banner field Name

* Place cursor on the data item you are trying to locate the Banner Field Name of.

* Top toolbar select Help—>Dynamic Help Edit

The name next to “Field” is the Banner Field Name.

800
File Edit Options Block Item Record Query Tools Help

e Fusion Middleware F ices: > SGASTDN - SGAADVR - SGASTDN - GUAHELP

FEEIEEEEIE R ) B A S RBI ¢ S 2@ .X

%8 General Student Form SGASTDN 8.5.8 (INSTONLY)

Student Summary ~ Term: 201502 ¥

ID: STUDENT21 ¥ McDuck, Scrooge

[Jview Current/Active Curricula

Status, Dual Degree 1l

999999

Curcsls || Study path
* Form A |
General Learner N —
Block  |SGBSTDN -
_ ® Field GBSTDN_STYP_CODE 4]
New Term: 201502 ¥ Spring 2015
Student Status: AS ¥ Active student .
Banner ® Local [T Help Exists?
Student Type: S ¥ Grad ontinuing
Residence: R In-state Resident
{_ _Edt ) ( clear ; ( cancel ;
Fee Assessment Rate: v
Class: 05 Matriculated Graduate '
Student Centric Cycle: hd ’ Citizenship: Y  Citizen

Full or Part Time: OFull Time OPartTime ONone

Curricula Summany- Primary Student Type: Rate:

Degree
Master of Science in

Attached to Major |

PriorityTerm Program Catalog Level Campus College
1 201409 Matriculated Graduate Potsdam School of Education
End: Outcome Key: 1 Admission Type: Graduate - Matriculated Admission: 201409 Matriculation:
Field of Study Summary
Priority Term Type Field of Study Department
1 201409 Major Literacy MSED
1 201409 Concentration Literacy, Birth-Grade 6

Enter Form Name;

Record: 1/1 [ | | | <0SC>




Finding BearPAWS menu item program name
® Place cursor on the menu item you are trying to locate the program name of.

® The program name will appear at the bottom next to “...job_in=" and will begin with “Z2”
(see below).
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