To createa TSR online, complete the following:

1. Go tohttp://tsr.blueridge.edu
2. Read the Information Dialog box carefully.

TECHNOLOGY SERVICE REQUEST

This form is NOT for technology repairs or Help Desk assistance. This form
Is to be used exclusively for access requests for access ta [T resources
such as Colleague Security Classes, Novell, Group\Wise, Shared Folders, efc.

Maotes regarding these forms:

1. Only signatures are permitted to be 'written' on the form.
IT PERSONNEL MAY WRITE ON THE FORM TO INDICATE COMPLETION OR NOTES.

2. Three signatures are required. Employee, Supenvisor, and Dean.

3. Each TSR MUST be printed duplex {two sided). If vou do now have access to a duplex
printer, please send it to the print shap far printing.

5. Attachments are not allowed except as approved in advance by the [T depariment.
6. We cannot accept TSR's which are printed from GROUPWISE

7. FAILURE TG COMPLY WITH THE ABOVE MAY RESULT IN YOUR TSR BEING 7,
| Continue ||| HOW DOIFILL OUT ATSR? |

3. Click 'Continue’ to fill out the form(s) or clickHfow Do | Fill Out a TSR?’
for the instructions on using these forms.

a. If you clicked ‘Continue’ go to Step 4. If you cked ‘How Do I..:
I. Read the instructions
ii. Click the back button on your browser
iii. Click ‘Continue.’
b. To save the instructions (PDF) to your PC whileitistructions are
on your screen:
I. Go the ‘File’ menu
ii. Click ‘Save.’



4. Enter either @even (7) digit employee I D or anemployee name.
(Note: please follow instructions for entering a namktethat field)
5. Click ‘Locate Employee’.

6. On the 'Lookup Results' page, you will see allipertt information fields
are populated.

7. Verify this is the employee for who you want toateea TSR.

BRCC Technology Service Request

[Lookup Results]

Name: Dodson, Jaime E
Pref Name:

Login Name: jaimed

Title: IT-Help Desk
Employment Status: ET

Employee ID 0000000

Hire Date: mmddyy 05/16/01

| Create Termination Checklist |

I Create Laptop CheckOut Request ]

Please verify this is the person for whom you wish to create a
Technelogy Support Request.

If any information is incorrect for this person, please contact HR. You
will not be able to modify this data on the form that is created.

8. ChooseCreate TSRF, Create Termination Checklist, or Create L aptop
Checkout Request. TSRF stands for Technology Services Request Form



9. After clicking Create TSRF, you will have the option to populate the
following nine (9) areas. If you have questionswtzompleting the form,
consult your supervisor or call the Help Desk daergion 1895. (Note:
Items A-E are located in the left column and ltdfrsare located in the
right column. See the screen shot below.)

a. Colleague (Datatel) Access
b. New or Existing Phone/Voicemail Account
c. Novell/Netware Account
d. New or Existing Email Account
e. Print Account
f. GroupWise Distribution Lists
g. NetWare File Storage WorkGroups
h. Telephone Pickup Group
I. Additional Requests Text Box
Colleage Security Classes GroupWise Distribution Help
] ‘Student Services - Registration HNST_M
Il ‘Cont[nuing Education - Registration ADJCE Tl
1 |Basic Skils - LEIS Al
O ‘SmallBusmess Center- SBC i;;ig;'ma”
O ‘Query Builderimport/Export |ARTSCImail L]

O ‘Cammunications Management e Sosos WorkGronps Help

SO sl

[J |WEB Access ONLY ARM E
Adult High School Central L
O ‘CU Admissions Allied Health Central
= BRCC-EF Central
O ‘RECEDUDWSI Business & Industry Central
Business Office Central
[]‘NAE CE Central (3]

| ‘NAE (Inquiry Only)
O \Courses (COCOICRSE)

COMMUNICATIONS
O New Phone Ext Telephone PickUp Group
[ Reuse Phone Ext T )
EHSI [
Clolsrnetology
[0 Novell Account (Home Directory) Killian DM
Cashier
[1 Email Account (new account) Business Office
Educational Foundation
[1 Reuse Current Email Account Office of Instruction [ne]
Printing

] Printing (Pykota/CUPS)
Additional or Unrelated Requests Help

Additional Request |



10.When you have finished populating the form, click& tSubmit’ button at
the bottom of the page.

11.After submitting, you can choose to open or to saeenew TSR. The new
form is now ready for printing. See note below owho print the new
TSR.

Miscellaneous Notes:

TheCreate TSRF is for requesting new/additional access to IT veses, i.e.
Colleague access, network shares, phones, emailiisc Moodle accounts.
This form isnot for requesting repair assistance from the Help Desk! To
get help with any sort of technology on campus, wdustill contact the Help
Desk at extension 1895 or email your question tpdesk@blueridge.edu.

To choose more than one GroupWise Distribution ardiletWare File
Storage WorkGroup, press and hold @tel (Control) key while left-clicking
with the mouse. You will see all the lists or worigps you have chosen after
clicking submit on the form.

The Additional Requests box is for any requests not covered on this form.
There is a limit of 1,024 characters allowed irs thox.

For security reasontfje form must be printed front and back. If you do not
have access to a printer that will duplex (priontrand back) then the print
shop can do that for you. Simply email (or takedmk) the PDF to the print
shop and tell the operator to print the form frantl back. Any form that is
printed on two pages will be returned.

No writing is allowed outside of the signature box. Any form that has
writing outside of the signature box will be retedn

All formsrequire signatures. TheCreate TSRF andCreate Termination
Checklist need the signatures of the employee, his/her sigoerand his/her
dean. TheCreate Laptop Checkout Request is signed only by the requester.
Laptops are only signed out to full-time facultydsstaff.

Please do not hesitate to contact the Help Degkavy questions or concerns
you may have regarding these new online forms.

Thanks!



