CASMIS User Guide

Change Request Explorer

6.6 Change Request Explorer

CASMIS will allow you to submit enhancements, errors, and problems through CASMIS Change Request Explorer.  Change Request Explorer is located in CASMIS’ Self Service Module.  Your CASMIS Administrators will periodically review Change Requests and take any required steps to resolve problems or forward your enhancement requests to the Configuration Control Board for consideration.  Should you suffer a work stoppage or other type of critical failure, report the problem to your local administrator.  They will ensure that your problem is resolved in a timely fashion.

6.1.1 Viewing Change Requests

You may view all Change Requests or only those Change Requests that you have submitted.  Select All Change Requests, My Change Requests, or Open Change Requests from the Change Request Explorer Tree View.  Note that the current version of CASMIS supports only Open Change Requests.  A Closed status is not available.

6.1.2 Adding a Change Request

Submit a Change Request by right clicking in the Change Request Explorer Work Area and selecting Add New Change Request from the drop down menu.  Complete the free-text Name, Description, and Location fields, select the date of the Change Request using the CASMIS Date Picker Calendar, and select the Severity of the problem from the drop down menu.  Select OK to submit the request.  

6.1.3 Editing a Change Request

Edit a Change Request by selecting it the Change Request Explorer Work Area, right clicking on it, and selecting Edit Change Request from the drop down menu.  Make any required changes to the Name, Description, and Location fields, modify, if required, the date of the Change Request and its Severity.  Select OK to submit your changes.

6.1.4 Deleting Change Requests

Delete a Change Request by selecting in the Change Request Explorer Work Area, right clicking on it, and selecting Delete Change Request from the drop down menu.  A deleted request cannot be restored; it must be re-entered as a new Change Request.
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