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DATE OF REQUEST: / / Small D Medium D Large D
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* TYPE OF REQUEST:

] PrRoBLEM: [ DATA ERROR OR DATA MISSING [ svysTtem ERROR |
UNKNOWN
D PRODUCTION OUTPUT PROBLEM D OTHER

I:l CHANGE: D NEW FEATURE (SCREEN, REPORT, PROCESS, ETC.)
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Brief Descriptor ("Title") of request:
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Instructions tor Completing

USER SERVICE REQUEST
GENERAL INFORMATION

CCIM - Center for Computing and Information Management

Problem - A request to correct errors in a screen, process, report, etc.

Change - A request to create or modify features (screens, process, output, etc.). New features are presently not available. Modifications are changes or
corrections to existing features. Some major modifications may be re-classified as "new" if the changes are extensive. Supply detailed explanations of all
factors required.

Output/Other Service - A request to provide output based on existing reports, labels, output files, etc. or perform non-job processing such as rolling
grades, turning on flags, etc.

APPROVAL SIGNATURES
Data Administrator (with Deputy) - responsible for managing access to the data of his/her department/office; recommends validation table changes to the
Key Person for the application
Key Person For Application - Primary contact within the department/office. Works with the Consultant on priorities for enhancements, problems,
schedules, plans, etc. for his/her office/department. Also responsible for validation table updates, and approves USRs for Problems & Changes

PROCESS
(Please see the GWU/CCIM "User Service Request Process User Guide" - copies available from CCIM, 4-6140.)

PRIORITIES
PRIORITIES ARE BASED ON BUSINESS NEED - NOT DATE DESIRED - ASSIGNED BY THE KEY PERSON FOR EACH APPLICATION AREA.
THIS "USER PRIORITY" IS THEN FORWARDED TO THE USER REQUEST PRIORITIZATION (BURP) COMMITTEE FOR INSTITUTION-WIDE
PRIORITIZATION.

The priority levels - Critical, High, Medium and Low - are defined in the User Guide.
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