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Job Aid 
 New Request for Assistance with Recruitment Tools for 
Research using Epic 
 
If you need assistance with Research Recruitment Tools 

 Audience 

This job aid is designed for Researcher Coordinators and Researchers 

 Try It Out   
1. From the UC 

Health Intranet, 

select IT Services 

Self Service 
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2. Log in to the 

Footprints 

3. Click New Request 

 
4. Complete both the 

Client/Associate 

Information. 
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5. Manager/Approver 

Information form. 

 
 

6. Choose Epic fro 

this page you can 

request: Epic 

System 

Enhancements/ 

Changes 

 

7. Select Epic 

Inpatient (next 

page) 
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8. Key Business 

Driver: Patient 

Care 

9. Select Operational 

Status: Approved 

10. Operational 

Approver and 

Related Incident 

No.: PI Name or 

Manager Approver 

Information listed 

in step 2 

11. Description: enter 

a description of the 

tool or change 

being requested 
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12. Optional: providing 

a brief description 

in the 

Description/ 

Comments 

dropdown can help 

with tracking the 

request within 

footprints.  You 

can copy the 

description 

provided above.   
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13. Attachments:  Add 

helpful descriptive 

Documents 

 

You are ready to click 

submit. 
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