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Epic Requests Initiating an ASRT ticket 

An Application Service Request Tracker (ASRT) request is required for all proposed changes to Epic in 
order to track and audit these changes.  Request Tracker is a task and ticket tracking tool that is used by 
UI Health Care Information Systems to track and manage service/development requests for a variety of 
UIHC and CCOM computer systems and applications.   

Initiating an ASRT Ticket  

To locate the ASRT webpage from a clinical 
workstation: 
1. Click the Start button on the Taskbar 
2. Select HD Help Desk Web Request 
Note:  When accessing the webpage from a 
personal workstation, you may be required 
to click All Programs. 

Clinical Workstation   Personal Workstation 

   

The HCIS Help Desk Self Service webpage 
displays: 
3. Click the ASRTRequest hyperlink from 

the left column.  

 

4. Click the green ASRT button. 
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Depending on the workstation, you may be 
asked to sign in using your Healthcare ID 
and password.   
 
Note:  Your domain is not entered with your 
HealthCare ID. 
 
Correct 
User name:  jsmith 
 
Incorrect 
User name:  healthcare\jsmith 

 
The Health Care Information Systems –Request for Service form will appear.  

 
Enter the name, email address, and phone 
number for the requester.   

 

The Route Request To field will determine 
which of the following groups* will receive 
the request:  Administrative Apps, Clinical 
Apps, CCM, GE/IDX, or Web Development.   
 
All Epic related requests should be routed to 
Clinical Apps.  
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*Definitions of Supported Systems and Applications 
Administrative Applications:  Vendor or in-house developed systems that support the administrative functions of the institution. 
These are systems related to Human Resources, Supply Chain, Health Information Management, Decision Support, Finance, and 
Accounting. 
Clinical Applications:  Vendor or in-house developed systems that support UIHC clinicians in their mission to provide patient care, 
such as Epic, INFORMM Patient Record (IPR), and Cerner. 
Carver College of Medicine Applications:  Vendor or in-house developed systems that support the mission of the Carver College of 
Medicine. These are systems related to finance, admissions, registration and other related services. 
IDX (GE):  The UIHC system that supports scheduling, admitting, registration, charge capture, and billing.  
Web Development:   Webpage support and development. 

Set the Priority field to Low, Medium, or 
High based upon the importance of this 
request. 
 
Enter the Service Date Desired.   
Note:  This is the date you would like this 
request to be completed, but this does not 
guarantee it will be completed by this time. 

 

Select the Requesting Department from 
the drop down list.  
 

 

Type in a Short Summary for the request. 
 

In the Description of Request, enter the full 
description of your request.  Please be as 
complete and specific as possible.   
 
Types of Requests: 
• Creation or change to Order Sets, 

Smart Sets, Note Templates, and In 
Basket pools 

• Reporting needs 
• Security/Template changes 

 

Provide a statement on the Anticipated 
Benefits-Cost Savings/Avoidance.   

 

Up to four Attachments can be attached to 
the request.  Click the Browse button to 
locate the file.  
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Submitting the ASRT request 

When all fields are completed, click the 
Submit Form button.  
Note:  The Reset Form button will clear all 
of the fields on the request form.  

 

 

Request Confirmation  

After you have submitted your request, you will receive an automated email response from the Request Tracker server confirming your 
request has been received and a ticket has been created. 

Assignment Notification  

After your service request ticket has been assigned to an HCIS developer, you will receive an update email indicating to whom the request 
has been assigned.   

Updating the ASRT request 

In the automated response, there is a line that indicates any email sent to the HCIS development staff must include the service request’s 
assigned ID in the subject line.  The easiest way to ensure that service request ID is included in the subject line is to Reply to the original 
confirmation email.   

Follow-up Correspondence 

The HCIS development staff will contact you via email if there is need for additional information about your request.  An audit trail of all 
correspondence regarding the service request will be maintained by the Request Tracker.    

Closing the Ticket 

When the requested work is complete, the developer will contact you via email to verify the work has been satisfactorily completed.  If you 
agree, confirm via a reply email message.  The developer will then close the ticket and send you a message verifying the ticket has been 
closed.    

Questions?  

If you need assistance with an ASRT request, please contact the Health Care Information Systems Help Desk at 6-0001. 

 


