
To create a TSR online, complete the following: 

 

1. Go to http://tsr.blueridge.edu  

2. Read the Information Dialog box carefully. 
           

 
 

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

a. If you clicked ‘Continue’ go to Step 4.  If you clicked ‘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 while the instructions are 
on your screen: 

i. Go the ‘File’ menu 

ii.  Click ‘Save.’ 



4. Enter either a seven (7) digit employee ID or an employee name. 

(Note: please follow instructions for entering a name below that field) 

5. Click ‘Locate Employee’. 

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

7. Verify this is the employee for who you want to create a TSR. 

 

 
 

8. Choose Create TSRF, Create Termination Checklist, or Create Laptop 
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 questions about completing the form, 
consult your supervisor or call the Help Desk at extension 1895.  (Note: 
Items A-E are located in the left column and Items F-I are 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 

 

 



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

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

 
Miscellaneous Notes: 
 
The Create TSRF is for requesting new/additional access to IT resources, i.e. 
Colleague access, network shares, phones, email accounts, Moodle accounts.  
This form is not for requesting repair assistance from the Help Desk! To 
get help with any sort of technology on campus, you will still contact the Help 
Desk at extension 1895 or email your question to helpdesk@blueridge.edu.  
 
To choose more than one GroupWise Distribution List or NetWare File 
Storage WorkGroup, press and hold the Ctrl (Control) key while left-clicking 
with the mouse. You will see all the lists or workgroups 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 in this box.  
 
For security reasons, the form must be printed front and back.  If you do not 
have access to a printer that will duplex (print front and back) then the print 
shop can do that for you.  Simply email (or take on disk) the PDF to the print 
shop and tell the operator to print the form front and 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 returned.  
 
All forms require signatures. The Create TSRF and Create Termination 
Checklist need the signatures of the employee, his/her supervisor and his/her 
dean.  The Create Laptop Checkout Request is signed only by the requester.  
Laptops are only signed out to full-time faculty and staff. 
 
Please do not hesitate to contact the Help Desk with any questions or concerns 
you may have regarding these new online forms.  
 
Thanks! 


