
OIT Help Desk Work Order System

Instructions for the 

Office of Institutional Research
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To request data from the 
Office of Institutional 
Research:

STEP 1

- Log into Delgado’s “Faculty 
& Staff INTRANET”.

-Click on “OIT Help Desk”
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STEP 2

Choose “Create a new 
Work Order”
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STEP 3

Complete the “Change Order 
Detail” form and submit.  ALL 
highlighted fields must be filled out 
to complete the change order. (See 
Appendix A for an explanation of 
the fields)

Choose a Category: Select 
“Institutional Research” and then 
the specific category. (See 
Appendix B for category 
descriptions)

NOTE: All requests for surveys 
should be entered under Class 
Climate, which will expand to 
provide options of types of surveys.  

Requested Completion Date: Enter the date 
when data is needed.  Please be reasonable.  
Data requests may take up to 45 days to 
process depending upon the complexity of the 
request and the workload in the Office of 
Institutional Research at the time. 4



NOTE: All requests for 
surveys should be entered 
under Class Climate, which 
will expand to provide options 
of types of surveys.
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Appendix A

Affected End User: Your name

Div/Dept Head [For Approval]: Person authorized to approve

Choose a Category: Select Institutional Research, then one of the categories listed.  All requests for surveys 
should be entered under Class Climate, which expands to list different types of surveys.  See Appendix B for a 
description of each category.

Requested Completion Date: Enter the date when data is needed.  Please be reasonable.  Data requests 
may take up to 45 days to process depending upon the complexity of the request and the workload in the Office of 
Institutional Research at the time.

Work Order Description:  Detail description of request.  You must fill out the IR REQUEST FORM and 
attach, or include the required information in the Work Order Description.  If you are requesting information for a 
report or a grant, documentation describing the required data must be attached. 

Justification: Describe how the data will be used and answer the following question:  How will this data 
contribute to student success?  The answer to this question will determine the priority it is given.

Beg Term: The first term for which you need the data.

End Term: The last term for which you need the data.

Include Summer Term(s): Choose Yes if you want data from summer terms included.

Is this a one time job? Choose Yes unless this is a report that would be repeated on a regular basis.  
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Faculty/Staff Surveys – Surveys whose audience is Faculty/Staff

Graduate Follow-up – Requests to add program specific questions to the graduate follow-up survey.

SOI – (Student Opinion of Instruction) All administrative changes to Class Climate for SOI ( i.e. changing the 
instructor teaching a class, etc.)

Student Surveys (Other than SOI) - Requests pertaining to survey design or deployment of existing surveys 
or permission to survey restricted students, cohorts (see IR Policy).

Appendix B
Class Climate:

Course Data – Requests for data involving course or class data, such as type of class (online, face-to-face, lab, hybrid 
etc.), scheduled class time etc.

Graduates – Request for any data for graduates including graduate surveys and employment data.

Other Surveys – Requests for data found in other surveys such as CCSSE or Noel Levitz SSI (Student Satisfaction 
Inventory)

Student Demographic, Course Data – Requests demographic and characteristic data by program, division, 
course, etc.

Student Tracking – Requests for student retention rates, pass rates, testing, performance in subsequent semesters.

Other – All other requests. 
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