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[bookmark: _Toc296598321]Introduction

The Work Request Management (WRM ) system has two main purposes:  the first is to replace an existing repository with a more robust and integrated solution that will allow the Customer Service Project Management Organization (CSPMO) to better manage customer work requests; the second is to extend this system to better suit the evolving needs of CSPMO and enable a more timely response to customer requests by tracking trends, establishing more standards, more efficiently distributing workloads among existing resources, and identifying the need for adjustments in resource management.
[bookmark: _Toc296598322]Overview of WRM
[bookmark: _Toc296598323]Accessing WRM
Customers must have a COV account to access WRM.  In order to request a new account or make changes to an existing account, customers will need to follow the guidelines presented at https://esupport.virginia.gov/, including the completion and approval of any required forms.
Once a COV account is established, the customer will need to contact the application point of contact (APC), Matt Gill (matt.gill@vita.virginia.gov), to request access to the application.  
[bookmark: _Toc296598324]WRM Home page
The WRM home page appears as (Note: WRM home page will have a different appearance based on user access level):
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[bookmark: _Toc296598325]Navigation Menu
The menu area allows the selection of the main features of WRM (Note: Options will vary based upon the applicable user access level*):
[image: ]
1. Add Work Request – Blank data entry screen
2. Work Request List – Search screen
3. Work Packages- Search screen for WR that is linked to a Work Packages
4. Service Catalog - Navigates to the service catalog’s website
5. Audit Trail- list of users who have had activity in the system
6. Extract All – Downloads an extract of all currently stored work request details into an Excel format
7. Manage Work Packages – Enter work packages names
8. Application Security- Navigates to the Application Security application (only VITA 3 will see the option)
9. Contact Repository- Navigates to the Contact Repository application(only VITA 3 will  see the option ) 
[bookmark: _Toc296598326]Search Area
The search area is used to locate specific work requests.

*Please refer to section 17 (Access Roles and Permissions) for more details. 
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[bookmark: _Toc296598327]Search Result Area
In this area you may select a specific work request for viewing or editing. By default, the home page loads with all of your assigned work requests. 
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[bookmark: _Toc296598328]Searching for a Work Request
The home page loads with all of your assigned work requests. To change the default search results, you may use any of the predefined fields: 

[image: ]
Figure 1
	Field Name
	Description and Use

	VITA CAM:
	VITA Customer Account Manager (CAM) associated with this work request.

	AOM: 
	Northrop Grumman Agency Operations Manager (AOM) associated with this work request.

	SIM: 
	Northrop Grumman Service Integration Manager (SIM) associated with this work request.

	Work Request Status: 
	Current processing status of a work request.  Valid values are as follows:	Comment by Kim Martin: It would be helpful to have the definitions for each status in the Definition of Terms section.	Comment by Burwell, Sherry: The definitions but me provided by the BO.
1A - CUSTOMER INITIATION
1B - CAT REQUIREMENTS REVIEW
1C - NG ESTIMATE DEVELOPMENT
1D - VITA ESTIMATE REVIEW
1E - CUSTOMER ESTIMATE REVIEW
2A - NG SOLUTION DEV
2B - VITA REVIEW
2C - F&A REVIEW
2D - CUSTOMER REVIEW
3 - IMPLEMENTATION
4A - CUSTOMER ACCEPTANCE
4B – CLOSEOUT
CANCELLED
COMPLETE

	Work Request Number: 
	Unique identifier for a work request.
Records created before Jan. 27, 2011: comprised of agency abbreviation and a date (YYYYMMDD), such as DMV_20100630 
Records created on or after Jan. 27, 2011: comprised of agency abbreviation, four-digit number, change order and/or work package suffix, as DMV-0001 CO1 WP1
Records in a draft mode will have (Pending Requirements Completion) as the Work Request Number

	Work Request Type:
	Type of work request, such as standard, design and build, estimate only or change order.
Records created through Service Catalog, initially will have ** NEEDS WORK REQUEST TYPE ASSIGNED as the Work Request Type

	Customer: 
	Agency or local government entity that has submitted this work request.



After entering your search criteria, select the Search button.
If you are unsure of the previous options, you may search based on a keyword:
	Field Name
	Description and Use

	Work Request Name or Request Description Keyword:
	Enter keywords or phrase for a work request.



After entering your search criteria, select the Search button.
[image: ]
To print a copy of your search results, select Export Results button and a download dialog box will appear. You will be given the option to open, save or cancel the Excel spreadsheet requested. (Note: the dialog box may be different based on the software version.) (Note: Options will vary based upon the applicable user access level):
To return to the Search\Home screen, select Work Request List on the navigation panel on the left.
[bookmark: _Toc296598329]Viewing a Work Request
After the requested work request is found, select the View/Print button to the far left of the work request number.
[image: ] 
The Work Request - View screen will appear.
[bookmark: _Toc296590110][bookmark: _Toc296590111][bookmark: _Toc296590112][bookmark: _Toc296590113][bookmark: _Toc296590114][bookmark: _Toc296598330]Printing a Work Request
You have the ability to print a Printer Friendly Work Request Extract from the View screen.
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Once you select Printer Friendly Work Request Extract button, the Work Request Extract screen will appear with the details of the Work Request, the User Id of the person who authorized and submitted to VITA and the date it was submitted. You will have the option to Print, Edit Work Request or Cancel.
[image: ]
Select Print. The printer window open and you can print the work request. (Steps can vary base on operating system)
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Select Edit Work Request. The work request then opens the Work Request - Edit Screen.  Select Cancel and return to the search page.

[bookmark: _Toc296598331]Adding a Work Request
To add a new work request (based on a review of search results), select the Add Work Request link on the navigation panel on the left to open a new work request data entry screen (Note: Options will vary based upon the applicable user access level):
[image: ][image: ]

Complete the form using the following field definitions.
Figure 2	Comment by Burwell, Sherry: If you are going to use Cross-references, this should be a table and all tables must be labels.
	Fields Names
	Definitions

	Customer*
	The agency or local government entity that has submitted this work request.

	Work Request Name
	The name in which user give.

	Work Request Type*
	The type of work request being processed, such as change order, standard, estimate only or design and build.

	Related Work Request Number*
	A list of existing work request numbers that have a status value of "Implementation".  This field will display when the value of "Change Order" is selected in the "Work Request Type" field.

	Customer Point of Contact Name
	Contact information needed to support planning and execution of the work request.

	Customer Point of Contact Phone
	Contact information needed to support planning and execution of the work request.

	Customer Point of Contact Email
	Contact information needed to support planning and execution of the work request.

	Customer Tech Contact Name
	Contact information needed to support planning and execution of the work request.

	Customer Tech Contact Phone
	Contact information needed to support planning and execution of the work request.

	Customer Tech Contact Email
	Contact information needed to support planning and execution of the work request.

	Customer Facility Contact Name
	Contact information needed to support planning and execution of the work request.

	Customer Facility Contact Phone
	Information needed to support planning and execution of the work request.

	Customer Facility Contact Email
	Contact information needed to support planning and execution of the work request.

	Work Request Desc*
	The main description for a work request.

	Link to a Work Package
	An indicator that tells whether or not a work request will be linked to an existing work package.

	Related Work Package*
	The name of the work package to which a work request will be linked; this field will be displayed when “yes” is selected for Link to a Work Package.

	Major IT Project*
	An indicator which tells whether or not this work request is considered a major project.

	Contract Scope
	Displays the type of contract that is applicable for the work request. Valid values: 
IN-SCOPE
OUT-OF-SCOPE
INITIATIVE

	General Comments
	A secondary description area typically used to describe reasons for major status changes, such as cancellations or holds. 

	Street Address
	Physical locations address for installations.

	Building Name/Store Number
	Physical building name/store number (if applicable).

	Suite/Floor
	Physical suite number/floor (if applicable).

	City
	City of the physical location.

	State
	State of the physical location

	Zip Code
	Zip code of the physical location

	New Location/Relocation*
	An indicator which tells whether or not there is relocation involved with this work request.

	Customer Requested Production Date*
	The date an agency has requested the work request to be completed by.	Comment by Kim Martin: This is the date the agency needs the solution implemented in production, right?	Comment by Burwell, Sherry: Per the tool tip: The date an agency has requested the work request to be completed by.

	Customer Requested Production Date Reason
	The reason why the agency requested the production date to have work request completed by.	Comment by Kim Martin: This is the date the agency needs the solution implemented in production, right?	Comment by Burwell, Sherry: Per the tool tip: The date an agency has requested the work request to be completed by.

	Requirements
	Information needed to support planning and execution of the work request.

	Acceptance Criteria *
	Information needed to support planning and execution of the work request. This field is required only if data is entered in the Requirements field.

	Comments
	Information needed to support planning and execution of the work request. Only one comment is allowed to be entered before the Work Request is saved.


* indicates required field
Once you have completed the form, you have option to save as a draft or submit your work request: 
1. Select the Save as Draft button to save your work as a draft. You will remain on the edit screen and Congratulations, you have successfully saved your new Work Request as a draft! This Work Request has not been submitted to VITA, will appear on the top of the screen.
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The following fields in Figure 3 will appear on a work request after a Work Request is saved in Save as Draft mode.
Figure 3
	AITR
	The agency’s primary point of contact with VITA, the “Agency IT Resource”.

	VITA CAM
	VITA CAM associated with this work request.

	AOM
	Northrop Grumman AOM associated with this work request.




2. To submit your work request to VITA, place a check mark in the box By selecting this box and select the Submit Work Request to VITA button. A view screen will appear and you will have the option to  Submit Work Request to VITA or Go Back and Edit. If you choose to Submit Work Request to VITA,  this work request will be submitted to VITA. If you choose to  Go Back and Edit, you will be return to the Work Request – Edit screen.

[image: ]
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[bookmark: _Toc296598332]Cancel this Work Request
You will have the option to cancel a newly added Work Request, before it is submitted to VITA . The Cancel this Work Request button will appear after a Work request has been Saved as a draft or after selecting the Go Back and Edit button. 

[image: ]

Select Cancel this Work Request button, enter a General Comment and select Cancel this Work Request again.  The status will be changed to Canceled.

[image: ]
[bookmark: _Toc296598333]Reactivate Work Request
A pre-submitted canceled Work Request can be reactivated. Search and find the canceled Work Request, select the Edit button to the left of the work request number. The edit screen will open with the existing data and you will have the options to Save as Draft or Reactivate Work Request. 
[image: ]
Select Reactivate Work Request button and the status will be changed back to 1A – Customer Intitation.
[bookmark: _Toc296590119][bookmark: _Toc296590120][bookmark: _Toc296590121][bookmark: _Toc296598334]Editing a Work Request
After you have searched and found a Work Request, select the Edit button to the left of the work request number. The edit screen will open with your existing data, ready for you to make changes. Work Request in the draft mode, will appear with the option to Submit to VITA. Submitted Work Request will appear with the following additional fields in Figure 4.
Figure 4
	Alternate VITA CAM
	A VITA CAM who is involved with this Work Request.

	Alternate AOM
	A Northrop Grumman AOM who is involved with this Work Request.

	NG Service Integration Manager
	Northrop Grumman SIM associated with this work request. 

	NG Project Manager
	Northrop Grumman employee that is managing the project.

	CAM Request Receipt Date	Comment by Burwell, Sherry: All of the date fields should be listed here.
	The date the VITA CAM received the work request.


[bookmark: _Toc296598335]Work Request from Service Catalog
After performing a search for a work request entered in Service Catalog. You have the options to select View/Print or Edit. (Work Request from Service Catalog will have a different appearance based on user access level)
In the example below Edit was chosen to open the work request. The following required fields will need data entered/selected: Work Request Type and Work Request Desc before Submit Work Request to VITA.
[image: ] [image: ]
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When a work request entered in Service Catalog appears in WRM, you will have at least one Requirement Details and Work request Service Details in the Service Catalog section. 
To Edit a Work Request Service Details, select the Edit Catalog WR. The Edit Service Catalog Work Request Requirements screen appears. You are only allowed to change the quantity of the items listed. You will not be able to add additional items. To delete an item, enter zero in the quantity field and select Save Catalog WR Changes. (Work Request from Service Catalog will have a different appearance based on user access level)
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[bookmark: _Toc296504718][bookmark: _Toc296506687][bookmark: _Toc296513408][bookmark: _Toc296504719][bookmark: _Toc296506688][bookmark: _Toc296513409][bookmark: _Toc296504720][bookmark: _Toc296506689][bookmark: _Toc296513410][bookmark: _Toc296504721][bookmark: _Toc296506690][bookmark: _Toc296513411][bookmark: _Toc296504722][bookmark: _Toc296506691][bookmark: _Toc296513412][bookmark: _Toc296504723][bookmark: _Toc296506692][bookmark: _Toc296513413][bookmark: _Toc296504724][bookmark: _Toc296506693][bookmark: _Toc296513414][bookmark: _Toc296598336]Audit Trail
The audit rail feature will display changes to the following field values for tracking purposes:  action taken, the user, the time a change occurred, field names and from and to values of any changes.
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[bookmark: _Toc296598337]Adding Document(s) to a Work Request

There are two options for adding a document to a work request (Note: Options will vary based upon the applicable user access level):
1.  Adding a document while adding a work request 
After completing, the required fields on the work request select the Save to Draft button and the Add Document button appears. The associated document window will open at the top of the screen. Complete the required fields. 
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If you only have one document to attach, select the Save Document button. 
For multiple documents, select the Save & Add Another Document button.
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2. Adding a document while in View mode of a work request 

After viewing a work request, select the Edit Work Request button located on the top or bottom of the view screen. Once the edit screen appears, select the Add Document button. Complete the required fields and choose an option for saving.
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[bookmark: _Toc296598338]Manage Work Packages
The Manage Work Packages screen gives you the ability to add and edit a work package.  A work package consists of a work package name and a description.  (Note: Options will vary based upon the applicable user access level)
At this time, you will not have the ability to delete a work package.  
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[bookmark: _Toc296598339]How to add a Work Package
The Work Package and Description fields are editable from the Manage Work Package screen. Complete the Work Package and Description fields and select the Save New button.
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[bookmark: _Toc296598340]How to Edit a Work Package
Select the Edit button next to your selected work package. The screen will refresh and the selected work package now is available to be edited. Once you have entered the required information, select the Save button to save your changes or select the Cancel button to cancel the update.
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[bookmark: _Toc283906571][bookmark: _Toc283906572][bookmark: _Toc283906573][bookmark: _Toc283906574][bookmark: _Toc296598341]Reports
[bookmark: _Toc296598342]Extract All
Select the Extract All link and a download dialog box will appear. You will be given the option to open, save or cancel the Excel spreadsheet requested. (Note: the dialog box may be different based on the software version.) (Note: Options will vary based upon the applicable user access level):

[image: ]
Here is an example of how the spreadsheet appears.
[image: ]

[bookmark: _Toc283218947][bookmark: _Toc296598343]Audit Trail
In this area, you may select a specific Audit Trail to view. You have two search criteria fields, (User and Last # of Days) also on that page is a Search and Clear button. Choose a User and Last # of Days from the drop down.
[image: ]
A grid will display the search results in a tabular form, displaying any changes the user applied (Work Request Number, Action, Timestamp, Field, Field Value From, Field Value To).
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[bookmark: _Toc283902947][bookmark: _Toc283903144][bookmark: _Toc283903173][bookmark: _Toc283906577][bookmark: _Toc296598344]Frequently Asked Questions

Q: What is needed to access WRM?
A: Customers must have a COV account to access WRM. In order to request a new account or make changes to an existing account, customers will need to follow the guidelines presented at https://esupport.virginia.gov/, including the completion and approval of any required forms.  Once a COV account is established for a customer, the customer will need to contact the APC, Matt Gill (matt.gill@vita.virginia.gov), to request access to the application.
Q: Whom do I notify if I see system errors within WRM?
A: You may contact the VCCC at (804) 786-3932 or 1-866-637-8482 or by e-mail at vccc@vita.virginia.gov.  The ticket will be routed to the appropriate support team.
Q: Is it possible to delete a document once it is uploaded within WRM?
A: No, presently there is no delete capability; however, you may upload a new version of a document by naming it with a suffix, for instance, “document_V01”.

Q: Why are there multiple “Save” buttons on the Edit Work Request screen?
A: If there are documents associated with a work request, you will see additional Save buttons.  The ones in the documents section, labeled “Save Document” and “Save and Add Another Document,” are for documents only, and the one in the work request section is for the work request record itself. The work request Save button will return you to the work request view screen.  Each Save button operates only its own area.  So, changes in one section are not affected by pressing the Save button in the other section.  



[bookmark: _Toc296598345]Definition of Terms
	Terms
	Definitions

	Change order
	The change order process allows the customer to modify a work request that is currently in the implementation phase.  During implementation, additional requirements may be identified that require the original solution to be altered.  The change order is designed to address these modifications but is limited to the scope of the original work request.  New service requests outside of the scope of the original work request must be addressed via a new work request. 

	Design and build
	This is one of two work request processes currently available for the delivery of services.  It is often referred to as the custom work request process.  It should be used only if the customer cannot address their service needs via the standard work request process, eVA or a service ticket.  The design and build work request process allows the customer to order complex solutions that require requirements gathering and the development of a detailed solution. 

	Estimate only
	This type of request can be used if the customer simply needs an estimate as to what a work request may cost but is not ready to proceed with the development of a full solution.  Typically, the estimate contains only a top level one-time cost and monthly recurring cost.


	IT Service Catalog
	Listing of services offered, including pricing and specifications for each service.


	Request for Service (RFS)
	This refers to the old work request process.  Some work requests are still being processed under this old process but all new work requests will be processed either under the standard or design and build work request process

	Standard
	This is one of two work request processes currently available for the delivery of services.  The standard work request process allows the customer to order predefined services using a form.  If the conditions noted on the form can be met, the customer can order services without waiting for the development of a customized solution. 

	Work request
	The work request is the process in which a customer can request additional services that are not already provided and cannot be addressed via a service ticket or eVA request.

	Work package
	The work package is a means to identify multiple work requests related to the same effort. 


[bookmark: _Toc296598346]Access Roles and Permissions	Comment by Burwell, Sherry: This table should be cleaned up. The users do not need Req. # or comment fields. Or the color coded notes.

	Screen names, Section names or Field names
	Type
	VITA
	Northrop Grumman
	ITP
	Customer
	

	
	
	VITA Level 3
	VITA Level 2
	NG Level 3
	NG Level 2
	ITP Level 1
	Cust - Level 2
	Cust - Level 1
	

	
	
	(WRO)
	(CAM)
	(NG Contracts)
	(NG AOM/SIM)
	(Any other ITP person i.e. PMD)
	(AITR)
	(Agency POC)
	

	Work Request Application Pages
	

	Manage Work Requests
	

	Home
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes - Do not show SIM info
	Yes - Do not list SIM info
	

	View Work Request
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes - Do not show SIM or Audit Info
	Yes - Do not list SIM or Audit Info
	

	Add a Work Request
	Page
	Yes
	Yes
	No 
	Yes
	No
	Yes
	No 
	

	Edit a Work Request
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	No
	

	Work Request List
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes - Do not show SIM info
	Yes - Do not list SIM info
	

	Work Packages
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	

	Service  Catalog Work Request Requirements
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	

	Work Request Extract
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	

	Service Catalog Link
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes
	

	Reports
	

	Audit Trail
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	No 
	No 
	

	Extract All
	Page
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes - Do not show SIM info
	Yes - Do not list SIM info
	

	Administration
	

	Manage Work Packages
	Page
	Yes
	Yes
	No 
	No 
	No 
	No 
	No 
	

	Application Security Link
	Link 
	Yes
	Yes
	No 
	No 
	No 
	No 
	No 
	

	Contact Repository Link
	Link
	Yes
	Yes
	No 
	No 
	No 
	No 
	No 
	

	Work Request Fields
	

	General Information
	

	Work Request Number
	System Populated
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	

	Customer (label change)
	Drop-down
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	Work Request Name (new)
	Text
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	Work Request Type
	Drop-down
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	Work Request Status
	Drop-down
	See below
(Editable Field, provide drop-down)
	See below
(Editable Field, provide drop-down)
	See below
(Editable Field, provide drop-down)
	See below
(Read Only Field, do not provide drop-down)
	See below
(Read Only Field, do not provide drop-down)
	See below
(Editable Field, provide drop-down)
	See below
(Read Only Field, do not provide drop-down)
	

	1A - Customer Initiation
	Auto created
	Show
	Show
	Hide
	Hide
	Hide
	Show
	Hide
	

	1B - CAT Requirements Review
	Value
	Show
	Show
	Hide
	Hide
	Hide
	Show
	Hide
	

	1C - NG Estimate Development
	Value
	Show
	Show
	Hide
	Hide
	Hide
	Hide
	Hide
	

	1D - VITA Estimate Review
	Value
	Show
	Hide
	Show
	Hide
	Hide
	Hide
	Hide
	

	1E - Customer Estimate Review
	Value
	Show
	Hide
	Hide
	Hide
	Hide
	Hide
	Hide
	

	2A - NG Solution Dev
	Value
	Show
	Show
	Hide
	Hide
	Hide
	Show
	Hide
	

	2B - VITA Review
	Value
	Show
	Hide
	Show
	Hide
	Hide
	Hide
	Hide
	

	2C - F&A Review
	Value
	Show
	Hide
	Hide
	Hide
	Hide
	Hide
	Hide
	

	2D - Customer Review
	Value
	Show
	Hide
	Hide
	Hide
	Hide
	Hide
	Hide
	

	3 - Implementation
	Value
	Show
	Show
	Hide
	Hide
	Hide
	Show
	Hide
	

	4A - Customer Acceptance
	Value
	Show
	Hide
	Show
	Hide
	Hide
	Hide
	Hide
	

	4B - Closeout
	Value
	Show
	Hide
	Hide
	Hide
	Hide
	Show
	Hide
	

	Cancelled
	Value
	Show
	Hide
	Hide
	Hide
	Hide
	Hide
	Hide
	

	Complete
	Value
	Show
	Hide
	Hide
	Hide
	Hide
	Hide
	Hide
	

	Expedited 
	System Populated
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	

	Stake Holders
	

	AITR 
	System Populated
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	Read Only
	

	VITA CAM (change to field behavior, see comments)
	System Populated
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	AOM (change to field behavior, see comments)
	System Populated
	Edit
	Edit
	Edit
	Edit
	Read Only
	Edit
	Read Only
	

	NG Service Integration Manager (change to field - see Comments)
	Drop-down; text box for other
	Edit
	Edit
	Edit
	Edit
	Read Only
	Hide Field
	Hide Field
	

	NG Project Manager
	Text
	Edit
	Edit
	Edit
	Edit
	Edit
	Read Only
	Read Only
	

	Customer Point of Contact Name 
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	ALT VITA CAM 
	Drop-down
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	ALT AOM 
	Drop-down
	Edit
	Edit
	Edit
	Edit
	Read Only
	Edit
	Read Only
	

	Customer Tech Contact Name
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	Customer Tech Contact Email Addr
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	Customer Tech Contact Phone#
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	Customer Facility Contact Name
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	Customer Facility  Contact Email Addr
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	Customer Facility Contact Phone#
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	Customer Point of Contact Email Addr
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	Customer Point of Contact Phone#
	Text
	Edit
	Edit
	Read Only
	Read Only
	Read Only
	Edit
	Read Only
	

	Project Information
	

	Request Description
	Text
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	Link to a Work Package?
	Radio Button
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	New Location/Relocation
	Radio Button
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	Major IT Project
	Radio Button
	Edit
	Edit
	Read Only
	Edit
	Read Only
	Edit
	Read Only
	

	Contract Scope (change to field)
	Drop-down
	Edit
	Edit
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EheeseSelect Cancel this Work Request and ence the sereenrefreshthe WerkRequestisdeletedto deleted the
Work Request from the system.

5/31/20111:47:36 M ben.bond@vita.virginia.gov

5/31/2011 1:47:36 P ben.bond@vita.virginia.gov.

I By selecting this box, the customer acknowledges the information entered is correct. Following approval, the Customer Account Manager will contact the customer to complete
the information needed to proceed with fulflling this request.

Save as Draft BUBTEVIorE REGUEs T VT

‘Cancel this Work Request

Audit Trail

(7] selectingtis b, the customer acknonledges the nformation etered s corec, Fllowing approval the Customer Account Manager il contac th customer to complte
the information needed to proceed with ulfiing this request.

Save as Dret

Submit Wk Request o VITA

Carcel s WorkReguet.

7.1 Edit-draftmodeaWork Request

The following fields in Figure 3 will appear on a work request once a Work Request is saved in Save as Draft
mode.

Figure 3

Action
Created

User / Timestamp Field Value From

jinia Information Technologies Agency

|[@ work Request Manag...

Wstart| |~ @ B @

| [ wrkaauast - ot | 1 Tase-lease v 0r. | 5]t s

AITR The agency’s primary point of contact with VITA, the “Agency IT Resource”.

VITACAM | VITA CAM associated with this work request.

Northrop Grumman AOM associated with this work request.

[« 9@, sorem
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8 Editinga Work Request
After you have searched and found a Work
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the work request number. The edit screen
will open with your existing data, ready for
you'to make changes.

Formatted Burwell, Sherry
Outline numbered + Level: 1+ Numbering
Style:1,2,3, .+ Start at: 1+ Alignment: Left +
Aligned at: 0.19" + Indent at: 0.49"

Burwell, Sherry
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General Information
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Work Request Status : 1A - CUSTOMER INITIATION
Expedited : No
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Customer Point Of Contact Name :

Customer Point Of Contact Phone # :

Edit-draft mode a Work
Request

The following fields in Figure 3 will
‘appear on a work request once a Work
Request is saved in Save as Draft mode.

Figure 3

The agency's primary point of cor
Resource”.

VITA CAM associated with this wo

Northrop Grumman AOM associa

Burwell, Sherry

Indent: Left:

Deleted Burwell, Sherry

Edit mode a Work Request
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7 Cancel this Work request
Youwill have the option to cancel a newly added Work Request, before itis submitted to VITA. The Cancel this Work

Request button will appear after a Work request has been Saved as a Draft or after selecting the Go Back and Edit
button.

T By selacing this box,the customer acknoadges the information enterd i corrct. Following approval, the Customer Account Manager il conactthe customer to complete
thenomaian neded t rceed it Fulling th reuest.

SneasDat

o

Cocel s VorkReaest |

okt Teail

Select Cancel this Work Request button, enter a Geneeral Comment and select Cancel this Work Request again|

8 Editing a Work Request
Afteryou have searched and found a Work Request, select the Edit button to the left of the work request number. The
edit screen will open with your existing data, ready for youto make changes.

The following fields in Figure 4 will appear on a work request once the Work Request has gone through the Submit Work

Words: 0,
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9 _Editing a Work Request

F-2—After you have searched and found a Work Request, select the Edit button to the left of the work request “
number. The edit screen will open with your existing data, ready for you to make changes. Work Request in the draft

mode, will appear with the option to Submit to VITA. Submitted Work Request will appear with the following
additional fieldsEditmedeaWerkRequest
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