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How to know what form to use?
The best place to start is by asking this question -

Does your edit require review from yourself or other parties?

If you answered YES, then you will want to use the project request form.

Why? 
Our project request form is set up to have Project Manager review, and offers areas for feedback.

If you answered NO, then you will want to use the digital media request form.

Why?
Our digital media form is set up for quick edits to pages and dropdowns throughout the site. Because of 
the volume of requests and larger audience that submits them, this is set up without a 1-to-1 review 
area.



Project Request Form Examples
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New Landing Pages
The creation of any brand new page should 
always be put in using the Project Request 
Form

Large Page Redesigns
If you want do a large redesign of a page that 
includes updates to the look and feel, might 
require graphics, and needs to be reviewed.

Edits That Need Review
If you have edits to a webpage that need to be 
reviewed by program chair or other lead, using 
the Project Request form allows us to organize 
the back-and-forth by using the Basecamp 
messaging system.



Digital Request Form Examples

Our Communities. Your College. 
Pathways for Student Success and a Stronger Indiana.

Simple Edits
Any edit that does not requires review, a 
significant design change, or the creation of 
any graphics.

Redirects, Analytics, and Page Access
If you need a page redirect set up, analytics for 
a page pulled, or access to edit a page or 
dropdown.

Social Media, My Ivy and Other 
If you want us to share a social media post, 
make an update to a section in My Ivy or have 
a question about another digital footprint of Ivy 
Tech (Foundation site, Student Life site, Library 
site, etc.)



Quick Tips For Submitting A Good Request
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1. Always use the form when you can
While we are always here to answer your questions via email and Teams, it is a huge help 
for our organization and planning if you use the forms when asking for an update to one of 
our digital channels

2. Combine edits using a Word Doc
If you have multiple edits to the same page or edits to a similar group of pages, instead of 
submitting multiple requests, just put them all in a Word Doc and attach it to a single 
request!

3. Include the images/graphics you want us to include or provide an idea of what you 
are looking for from an image perspective
Whether by attaching them or via Canto link. Don’t have a good one, simply give a detailed 
idea of what you want the image to be!



Requests Done Right!
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Providing simple detailed edits -- Using A Word Doc -- Bringing focus to the placement of the edit



Requests Done Right!
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Direct explanation of 
exactly where edits need 
to take place (page and 
section)

Simple edits listed in 
simple to digest form



Requests Done Right!
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Combining access and 
edit requests into one.

If you can’t make an 
edit, this is a great way 
to get both things 
accomplished at once!


