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BACKGROUND: 

A new form has been developed to improve submission of funding and project requests for RCTC. 

This form will be using the TeamDynamix system that we are using to submit IT and Facilities tickets. 

This new system will provide the following benefits: 

1. It is a single point of collection for all funding and project requests across the campus. 

2. It will allow the College to increase the transparency around what is requested, and the 

decisions made. 

3. It will allow for better evaluation of the requests to have a clearer understanding of the scope 

and magnitude of the request e.g., how large, how long, what types of equipment needs, etc. 

4. YOU will be able to see the status of your requests over time, something that was not available 

before. 

5. Request submissions are not contained to just the budget cycle timeframe.  Though we will 

make a larger push for requests during budget planning, submissions of requests can occur 

throughout the entire year.  

 

 

ACCESS: 

There are several ways to access the system. 

1. To access the system, go to:  https://services.rctc.edu/  
 

2. Alternatively, you can go to the Technology Support 

Center link on the Quick Links drop-down on the 

website. 

 

3. Or, through the Funding/Project Request  link on the 

SWARM Quick Links, under “Budgeting”. 

Once there, you MUST be signed in to be able to use the form; you will need to Sign 

In using your StarID and password. 

Note: you may be prompted to enter your Multi-Factor (MFA) 
Credentials if you have not logged in already. 

 
 

4. Everyone can also personally “Save” or “Bookmark” the site and get quick access to it, if desired. 
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ENTERPRISE SERVICE PORTAL:  https://services.rctc.edu/ 

 

Click on the “Funding / Project Requests” Tile 
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INSTRUCTIONAL FUNDING / PROJECT REQUESTS SITE: 

A one-page instructional page shows up next providing general information on how to think about your 

request. 
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READY TO SUBMIT YOUR REQUEST? 

Caveat:  Once you start your request submission, you MUST complete all the fields and SUBMIT it.  You 

cannot close out the submission/form and come back at another time to start where you left off and 

complete the submission; you will have to start over. 

Recommendation: Planning Your Request! 

It is highly recommended that you develop your request in either Word, Excel, or a printing version of 

the submission form before starting the submission process.  This way, you will be able to gradually 

develop your request, talk to colleagues and others to get additional ideas or information, and submit a 

complete request when you are ready.  Printing the form and its related questions is described below. 

Printing the Submission Form 

Click on the “Submit Request” button to the right of the screen. 

 
 

Though many of the question headers are self-explanatory, there are also “Help” text that describes a 

question further, if you need more help.  These are indicated by a question mark: ? for example,  

 
You can turn on ALL the help text by clicking on the “Show Help” on the right of the screen. 

 
 

 

Either right-click on any “white space” areas of the form or go to your browser’s print menu 

and print the form (either in PDF format [so you can email it, etc.] or as a printed paper form). 
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Note: If you want to see ALL Strategic Objectives related to Strategic Priorities/Pillars in the 

printout, you will have to “check” all the Pillar items first before printing the form. 
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COMPLETE YOUR REQUEST (when ready): 

 Try to be as complete as possible with your request so that it can be easily evaluated. 
o You might want to consult others in the College before submitting your request, for 

instance: 
 Your colleagues/peers. 
 Your program leads/deans/managers. 
 Other institutions. 
 Information Technology. 
 Facilities. 

 

 After you have done your pre-planning work, go to the request form and complete your request. 

 
 

 Fill-in the form 
o It would be best if the request being submitted is discussed with your supervisor, Dean, or 

manager first. 
o Some, but not all, of your requests can stem off your unit Workplans.  If this is true, please 

indicate that so that we can track it for Accreditation purposes. 
o Identify who are the key parties to this request – the Requestor (You), the department you 

are in, and the Lead for the request to answer any questions that might arise. 
o Provide a descriptive title and description of the request – what are you trying to do, why, 

how, etc.? 
o Provide a general cost estimate for completing the work of the request. 
o Also, provide a total ongoing cost estimate to sustain this request over its lifetime.  For 

example, if you need $2,500 per year for a period of 5 years to sustain the solution, then 
indicate that total (e.g., for our example, $12,500). 

o If you have identified sources of funds to support the request, please note them, for 
instance, “I anticipate a $5,000 grant, and partnership in-kind support in the amount of 
$10,000.” 

o Describe technology and facility needs you think will require, for example, “I will need 22 
new computers in room XYZ, plus new Audio Visual (A/V) equipment – an upgraded 
projector. Also, I will need 22 desks and chairs plus 2 whiteboards on walls.” 

o Identify a timeframe you would like the request to be completed – start and end 
timeframes, e.g., Fall Semester:  8/20/2024 to 12/30/2024. 

o Considering the RCTC Strategic Plan, identify the pillars and objectives that aligns with your 
request. 

o Describe how the request aligns to the College’s Strategic Plan/Pillars/Objectives. 
o Describe baseline data that supports your request. You can also upload any files that shows 

baseline data. 
o Describe how you will measure what you have achieved. 

 Describe your metrics. 
 Describe how you will evaluate if you achieved what you intended and 

approximately when you will do the evaluation. 

 Once you have completed all required fields, click on “Submit.”   
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REVIEW PROCESS: 

 Other departments in the College might have to evaluate details you have laid out in the request 
and possibly reach out to get any needed verification information.  For example, additional 
information about technology needs and/or facilities needs. 

 The Cabinet will review the request with all the other requests submitted. 
 

APPROVAL PROCESS: 

 Depending on various factors: 
(a) funding availability, 
(b) other requests, 
(c) priorities for the College, 
(d) alignment to the Strategic Plan, etc. a project might be approved, denied, or put on hold. 

 

 
 

 If approved, funding levels will be noted. 

 You will be informed of the approval. 
o You can also see the status of your request as described below… 

 
VIEW MY REQUEST / TICKET: 

One you have submitted your request; you can easily access the details or status of the request through 

the View My Tickets link. Your Funding / Project Requests will show up with other tickets you might 

have submitted to IT and/or Facilities or other areas. 

 

 


