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Submitting Web Maintenance Requests

1  Requests Dashboard can be accessed by clicking the Requests link in the top navigation bar.  

2  Select Web Maintenance Request.

1

2

Scroll Down to view submitted request status reports 
See page 7 for more details
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Submitting Web Maintenance Requests Cont.

Complete all required information needed for the the digital team to complete the request. 
NOTE: All Required Fields will have an asterisk in the name. (Example: ).

3  *Facility Type: Select Behavioral Health.

4  *Title: This should be a brief subject line of the update being requested.

5  *Facility Name: Start typing the facility that the request is for and select once it appears  
       in the dropdown. NOTE: Only facilities you have access to will show. (Contact your BH Account Manager  
        if there is one that should be visible and is not showing).

6  *BH Web Maintenance Request Type: If you are unsure of what type of request you need,  
       Contact Kate.Shuman@uhsinc.com and Shannon.Gomba@uhsinc.com before submitting.

4
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Scroll down to complete additional form fields
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Submitting Web Maintenance Requests Cont.

7  *Is this an Urgent Request: If you select Yes you will be required to explain the context of the urgency.

8  *Is this request Date Dependent: If you select Yes you will be required to supply the date needed by. 

9  *Project Description: Include as much detail as possible for what is needed to complete the request.

10  *URL of Affected Page: Supply URL of the affected page.

11  *Updates Needed to FindBHHelp.com: If you select Yes you will be required to supply additional  
        details to complete the request. 

12  *Documents: If you have images to upload to the request click .
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Submitting Web Maintenance Requests Cont.

14  You will recieve confirmation that your request was submitted. Click  to return to your 
       Request Dashboard.

13

13  Click  to send your Web Maintenance Request for Approval.

See next page for request status reports.
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My Requests Pending Approval

1  To review your Request Pending Approval, click the bar to get more details. (See Fig. 1 below)

2  Facility Name.

3  Request Name.

4  Approval Status is with the BH Web Maintenance Approval Team.

1

Fig. 1
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My Approved Requests

5  Your Approved Requests can be accessed by clicking the light blue bar to open to view more  
       information. (See Fig. 2 below) 

5

Fig. 1

86 7

6  Facility Name.

7  Request Name.

8  Request Status.
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Contact Internal Workfront Support

1  Click the Requests link in the top navigation bar. 

2  Select a Request Type > Contact Internal Workfront Support.

1

2

If you are having any issues with Workfront or would like to request training, 
follow the steps below. 

If you are unable to log in to Workfront, contact: raymond.branson@uhsinc.com


