Datarequestlogin.unca.edu Data Requester Tutorial

Originally Created August 9, 2016, Last Updated March 5, 2024
Logging In

To make a data request, you'll first have to log into the Data Requests ManageEngine Service
Desk. This is at https://datarequestlogin.unca.edu/, and uses your UNCA username and

password (the same one you’d use for OnePort). This will bring you to the dashboard, shown
below.
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Creating a Request

Clicking on the Submit your request icon in the center of the screen will bring you to the
following page:


https://datarequestlogin.unca.edu/

v M Inbox- pbeaman@u X | &% Home-RepairCRN. X @) ManageEngine Servic X @ SUBMISSIONS x | B 2024305 DA&RSt: X | @ Search:wiil [Sp- ® X | @ YouTube x |+

[n} X

€ 5 6 % g ncaccMorkOrder doTwoM osiiom= — ax ©0 =0 @ (o)

+ Subject  This is a Test Request

* University Role Staff M

E-mail Id(s) To Notify

REQUESTED Due Date Mar 29, 2024 05:00 PM

+ Description

B I U & Robowo v 10 v A B x*v e Lvw 2RESHBOY
What question(s) are you trying to answer? If you already know data points that would help answer that question, please list them here.
Additional details about the context of your request, such as information about your intended audience or how the data will be used, will also help us provide the data more quickly.

Requestor Agreement Al data that is obtained from this information request may not be used for any Site UNC Asheville
purpose other than the purpose specified when the information request is submitted. |
agree to maintain the confidentiality of the data and to handle the data received with
care. | agree 1o abide by the regulations specific under FERPA and the University of
North Carolina Asheville FERPA policy.

PRl Reset | Cancel
(=] %

H P Type here to search 8°F Mostly cloudy A~

The steps to filling out a data request are as follows:

1) Fill out all relevant fields to your request, making sure to fill out all required fields (those
marked with a red star) and select any relevant data types on the bottom right of the
form

2) Add any relevant attachments to the request with the Attach File button near the
bottom of the page

3) Click Add Request (at the very bottom of the page, not shown on this screenshot)

Viewing Requests & Filters

Click the blue Requests tab at the top of the page to reach this page:
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Here you can see all of the Open Requests by default, and you can click on the subject of the
request to go to that individual request’s page. Additionally, you can click the arrow next to
“My Open Requests” (shown in red below) to change the requests filter, allowing you to change
the requests you see to be only Closed Requests, All Requests, or several other available

options.
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That setting will be saved, so whenever you go to this page in the future (including after logging
out) you'll only see those requests that fit the filter you’ve chosen.

Finally, you can change what columns of data are shown for each request by click the columns
button circled in black below. You can check or uncheck which columns you want to be shown,
and clicking on the field name to the right of the checkbox will highlight that field. You can use
the up and down arrows to rearrange the order of the columns on the request page after
highlighting the field you want to move.
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When you click on a subject of a request on the Requests page (circled in blue above), you'll be

taken here:
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Once on this page, you can reply to the request to give more information about what you’re
asking for or to contact the technician assigned to your request. This is done by clicking the
blue Reply button at the bottom of the request description. You can also add attachments,
which is done by mousing over the Actions button in blue next to the Request ID, and choosing
Add Attachment. Finally, you can see the options chosen on the request form under Request
Details, found below the request description and Requester Conversations.

Resolved Requests

Next to the Request tab above the request description, you’ll also see a Resolution tab. When a
request is resolved or closed, the technician will describe what they did to complete your
request and how you can access the data here.
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