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Request for OnQ PiM research or development
	Your Contact Information

	

	Date of Request
	

	Contact Name
	

	Contact Phone
	

	E-Mail Address
	


Please allow 24 hours or the next available work day for a response to non-emergency issues during normal working hours.   Normal working hours are: Monday - Friday, 8:00AM-5:00PM (Central - US)
	Urgency                                     Description

	What is the priority of your request?  Please Include a complete description of the business impact.  

	                                            

	 MACROBUTTON  DoFieldClick ___ Extremely Urgent 

	Please type the potential impact to the business and include as much detail about the urgency as possible.

	 MACROBUTTON  DoFieldClick ___  Defective but not Urgent
	

	 MACROBUTTON  DoFieldClick ___  Research when possible
	


	Issue/Request Information

	

	Please indicate the version of the application: (place an X next to the application name)
	OnQ PiM web ui

OnQ PiM smart client application

OnQ PM web ui



	Where  error occurred (place an X next to the module name)
	Facility

Solicitations

Contacts

Facility Groups

Marketing

Activity Management

Distribution List

Project Management

Security Request

Other



	Facility ID/Ctyhocn where issue occurred
	

	Contact Name where issue occurred (If applicable)
	


	Question or description of Issue 

	 Describe the reason for this request, include screen shots if applicable (You can paste the screenshots directly into this document.)


	

	


	Previous Research

	Explain steps taken to research the issue or expected results.  Please provide the step by step instructions you used when you experienced the issue.

	

	1.
2.

3.

4.

Etc.


	Request Policy

	Please complete the form, including a clear explanation of the issue and any research/testing you performed, as this will contribute to a faster response.  You will receive a response to issues of an Urgent nature by the following business day.  
· All requests must be in the format of this form and will not be reviewed or researched until the completed form is received.

· Incomplete forms will be sent back to the requestor to be filled out completely before any action is taken.



	· Please email the completed form to OnQ.Property.Information.Manager@hilton.com 


