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Access Stat via the WebAccess Stat via the Web

• Currently Internet Explorer is the onlyCurrently, Internet Explorer is the only 
compatible browser



Stat User Home PageStat User Home Page

From the Home Page, you can:
– Search for CSRs

– Look for Open CSRsLook for Open CSRs

– Create New CSRs



CSR Entry ScreenCSR Entry Screen



Steps for Entering a CSRSteps for Entering a CSR

1. From the Home Page, Choose Actions Create CSR and select UTA –
Campus Solutions. Then Click

2. Specify the CSR Title and Application Area.

3. Once the Application is specified, select the CSR typepp p , yp

4. Set the Queue to Manager and then set the Assign To field to either Keith 
Halman or Bill Daley

5 Specify the Customer Requesting the project This typically needs to be5. Specify the Customer Requesting the project. This typically needs to be 
the person who will test the results.

6. You can also set the priority field. However, OIT will reset this based on a 
scorecard methodology (TBD)scorecard methodology (TBD).

7. Change the due date to reflect when the request needs to be in 
Production by.



Steps for Entering a CSR (con’t)Steps for Entering a CSR (con t)

• Enter a description detailing 
what you need done.

• Be sure to type your text in 
between the << >>



CSR Entry NotesCSR Entry Notes

• We will be working in parallel with the OITWe will be working in parallel with the OIT 
Request System

• The Tracking# will record the OIT request#• The Tracking# will record the OIT request#

• Continue to enter your projects into the OIT y p j
Request System for now



Getting Assigned a CSRGetting Assigned a CSR



What to ExpectWhat to Expect

• CSRs have a workflow that changes by CSR typeCSRs have a workflow that changes by CSR type

• You will be assigned to the Functional Users Queue

• As Functional Users you will be required to:As Functional Users, you will be required to:
– Complete tasks for testing of code 

– Verify that modifications are deployedy p y

– Forwarding the CSR in workflow

• You can add notes, logs, and attachments to the CSR 
after it is created.



How ‘Bout That Workflow?How  Bout That Workflow?

• The Status of the CSR = Current Step of Workflow assignedp g

• The Blue Arrows indicate which step can occur next

• Some steps will have tasks that must be completed before 
advancing

• The Blue Feet indicate the current step



Changing the StatusChanging the Status

• Choose the Radio 
Button to Advance 
the Workflow

• Status Steps with 
indicate more workindicate more work 
to do.



Changing Status (Con’t)Changing Status (Con t)

• Select the queue and 
user.

• The workflow restricts 
available queues and 
users listed.



Completing TasksCompleting Tasks

• Transfer Rules are tasks to be done beforeTransfer Rules are tasks to be done before 
going to the next step.



Completing Task DetailCompleting Task Detail
• Task Detail allows you 

t dto record:
– Estimated Hours

– Time Entry Logs

– % Completep

– Date/Time Completed

– Notes about the task

• Tasks must be 100% 
complete before 
advancing workflow.

• Some Transfer Rules 
i lti l t krequire multiple tasks 

be competed.

• Tasks can be assigned 
to multiple usersto multiple users.



Entering Time Spent on TasksEntering Time Spent on Tasks



Add Attachments to CSRAdd Attachments to CSR

• Use to attach specificationsUse to attac spec cat o s
• Test Plans & Results
• Any other document of interestAny other document of interest



Choosing a CSR TypeChoosing a CSR Type

• Choose 9 0 Upgrade: XXXX during upgradeChoose 9.0 Upgrade: XXXX during upgrade

• Regular Work Flows will be re‐directed to 9.0 
after upgrade projectafter upgrade project



What About Other Requests?What About Other Requests?

• ReportingReporting

• Departmental Apps

b• Web Apps 

• Will be coming online soon


