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Purpose:
The purpose of this document is to provide instructions for submitting a Data Request using the RO
Service Request system.

Assumptions:
e Request submitters have a Dal Netid and Netid Password.

Instructions:
Please follow the instructions below to submit a Data Request to the Registrar’s Office Student
Information and Systems Team.

1. Navigate to the Faculty & Staff section on dal.ca.

Faculty & Staff

2. Open the Registrar’s Office section.

Registrar's Office @

Click on the RO Service Requests link.

You will be redirected to the RO Service Request system and the Login page will display.

Login
Username
Don't have a login?

Sign up for an account to raise and cormment

passuword on regests

Sign up for an account

Keep me logged in

Forgot your password?

Jira Service Desk [40.0) + Stlassian

A ATLASSIAN

3. Login to the RO Service Request system. Enter your NetID in the Username field. Enter your NetlID
Password in the Password field. Click Log In.

Login

Uzernarne

xx123456 h

Pasaword



4. Select Data Requests from the RO Service Requests List.

Click on “Browse all” if you do not see Data Requests on the list.

RO Service Requests

What do you need help with? Q

Which of the following hest describes what you need help with?

Data Requests &

Back

5. Click on the Data Request Form link on the Data Request page.

Help Center
j Data Requests
| Q

Data RequestForm
Submit this form to request student information.

The Data Request form will display.

6. Enter Data Request Details
e Your name should display in the “Raise this request on behalf of” field.

Faise this request on hehalf Df/
Joe Smith ¥

If you are submitting this request on behalf of someone else, please enter their name in the
field. As you begin to type, possible matches will display.

Select the name that you wish to put the request in for.



There are helpful hints beside each of the remaining fields to help you complete the form. Please

7. Completing the Data Request Form

provide as much detail as possible in the Request Details section.

Subject
|

“four Faculty / Unit f Organization

Nons Hanz
Raquest Type

Hans Hans
Lo

Degree/ Progrm / Major fagtianatl

Termm loptional

The repart shoul include:

High Leve! Purposs of Request

faquast Details

Date Requied loptianal

Attachment (aptinmal

ﬁ

A brief sum ma y of the dlats request. Pless beep
your chameter im it o be 30 cha ot of less.

Flease idertify your Faculty, Department or
Orsrization

Plesse select idertify what type of cata request youl
wish toobiain

Please indiste the lerel of study. Please Note: This
fizidallovs you to make m Uil seisctions by eithe
initially typing the request type within the fiek or by
clicking in the fiskd and choosing items from a list.

Please prowide a degres. progem of majar g
CommerczCo-ol.

Pleass provic the teim detaits of pour equest (=g
201710, Z016/17 Fall Term)

Pleass choose whet shauld be includs in this repal
Pleasz Mote: This fiskdaliows you to make m Ukipis
s=lections by sither inita l typing the report deta
typawithin the-fiekor by clicking in the fiekdand
chagsing item = from a list

Please prowide the jLstifistion o comest for your
reqUest for studsnt data.

Please prowide ackditiors | dem il suhas any fiekds
assist in processing your request.

Renuests are plsced ina queve anda e addressed
= quickly = possible. Currartly, due to highvolume)
requests may @he up 1o 14 business days 1o

o plete. Please note that, afthough we will ke
the date required into account and do our best 1o
prowide d5ta when neaded, we G nnot uaEmes
that data will be provided b tha date given

Pl iles thatwill assist with your

-

8. Adding Attachments

An Attachments section is available to add additional information that may be useful to completing

your request.

& J

o Click “browse”. This will open Windows Explorer.

Attachment foptiaran

@Drag and drap files, paste soegnshats, ar
browse e

reat Cancel

m

Please attach ary files that will assistwith your
request,



e Navigate to the folder and select the file to be uploaded to the request and click Open.

v Computer »

File  Edit “iew Tools Help
Organize = Burn MNew folder
<% Favorites i Marme ° Date modified Type Size
B Desktap Screenshotpdf 6,/19/2019 3:10 PR Adobe Acrobat D, KB
& Downloads Screenshot? pdf 6202019 9:50 Ak Adobe Acrobat D, 16 KB
(E_a'—"_ Recent Places Smartsheet Flow,pdf é 1171772016 4:15 P Adobe Acrobat D... 106 KB
@ OneDrive

The file will be uploaded to the request.

Attachment foptional)

Flease attach any files that will assist with your

@& Drag and drop files, paste seeenshots, or request,

browise

=]

<€«

Srnartshest Flowpd .

9. Submitting the Request
e C(Click “Create” to submit the Data Request.

Ea<

Your request has been submitted to the Student Information and Systems Team.



