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1.  Search for the project for which you are making a request in the dashboard (as shown here) or by clicking New Request at the top of the screen (if doing the latter, that will take you to Step 3 once you enter your project).
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2.  Click dark blue Project Actions button, then select New Request.
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3.  Click Create Request.  (If you are the first person making a request for a particular project, make sure all fields above this button with a red asterisk are filled out.)
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4. Select the group(s) you want to make a request of.
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5. Within the group, select your desired request type.
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6.  Click on the request you want to work on to expand.
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7. Ensure the due date is entered (preferred lead time listed below this field).  Enter any special notes if you like.
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8.  Click Documents tab to provide paths/links for required documents,  (Fields with a red asterisk are required.)
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9.  Repeat steps 6, 7, and 8 for any other requests you have on this screen (this example has just one).  Once finished, click Submit All.
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10. Click Send Notification to officially submit request (you should receive an email after this step).




