How to Propose a Data Quality Issue, New Code Value, Business
Term or Definition using ServiceNow

Description

The following data-related issues can be reported by any UNCG affiliated person: data
quality issue, new business term or definition, new code value or description, and others.
Please see definitions of these issues in the Step 2 screenshot below. Issues should be
reported through the UNCG’s 6-TECH Online Service Portal (https:/uncg.service-
now.com/support). The request will be received by the Enterprise Data Governance (EDG)
team and addressed as appropriate.

Steps
1. Arrive at the 6-TECH Online Service Portal and log in with your UNCG credentials if not
logged in already. Select “FIX IT” -> “Data Governance” -> “Metadata / Data Quality
Request Form”.

2. Open the from. Its top portion (on the screenshot below) describes the types of issues
which are appropriate to report with this form.

METADATA / DATA QUALITY REQUEST FORM

Form to raise Metadata or Data Quality issues.

Use the form below to raise the following types of issues with
UNCG Data Governance.

¢ Data Quality Issues: issues including incorrect use of
code values, development of data quality rules
surrounding code value usage. (ex: missing values,
current use of historical values, incorrect values, etc.)

* Business Term or Definition: Propose new or change
existing business term or definition in the data
dictionary.

¢ Code Value or Description: Propose new or change
existing code value or description in existing reference
code sets in a system. (ex: admit type codes, attribute
codes, cohort codes, schedule type codes, etc.)

e Data Asset: Propose new or change existing system- or
application- generated data set, database, or
document.

¢ Other: requests or issues regarding data quality or
metadata not addressed in the above options
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3. Fill out fields as shown on the screenshot below. Field “Requested By” will be auto
populated with your name. Select request type from the dropdown menu (Data
Quality Issues, Business Term or Definition, Code Value or Description, Data Asset,
Other).

* Indicates required

*Requested By
o X v

Are you submitting this request on behalf of someone else?

*Request Type
-- None -- v

*Subject of Request @

* Detailed Description of the Issue @

* Detailed Description of the Proposed Change @

In the “Subject of the Request” write a brief statement of what you want to accomplish.

In the “Detailed Description of the Issue” provide detailed information supporting the
request: background, how things are currently done, limitations, impacts of the current
practice, what departments/areas are affected, and applicable policies, procedures,
systems, or data sources.

In the “Detailed Description of the Proposed Change” write how will the change
resolve the issue, what are the benefits, potential impacts, known risks, resources

needed, departments/areas that will be affected.

4. Make selections in the next group of fields shown on the screenshot below. Attach a
file with additional information if necessary.
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*|s this change related to curriculum codes and will it impact the University Catalog?
Yes
No

O Not sure

*Source system(s) impacted:

[ | Banner/ODS

UNC Data Marts (Student, Human Resources, Finance)

DegreeWorks
AdAstra

Slate

Starfish

[ | Other (please list)

*What is the priority for the request? @
Urgent
Moderate

0O Low

*When is a resolution expected/needed?

‘ YYYY-MM-DD

@ Add attachments

5. Submit the form.
6. The EDG team will start addressing the request. Depending on the request type, the

issue might need to be discussed in one of the Data Governance committees. An EDG
team member will follow up with you via the open request.
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