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24x7 IT Support
Submit Helpdesk 
Remedy Ticket

User / Business UnitUser / Business Unit

UITS Tech Unit 
Create JIRA ticket

AnalystAnalyst
Technical UnitTechnical Unit Quality AssuranceQuality AssuranceApproval AuthorityApproval Authority

JIRA

Environment UnitEnvironment Unit

Originator of request. Serves as liaison between the user and the 
technical unit. Gathers business 
requirements and provides documentation. 
May be a member of the Technical Unit.

Responsible for reviewing available 
artifacts, ensuring proper workflow 
channels, and approving migration to 
production.

Responsible for developing appropriate 
solution designs, facilitating environment 
promotions and collaborating / 
communicating progress to stakeholders.

Oversees the quality 
and content change 
request via peer review 
and  test cases. 

Responsible for promotion 
to production environment 
and communicating 
progress.

Remedy Ticket 
Assigned to 
Technical Unit

Documentation
Collaborates with User / 
Business Unit to create 

appropriate documentation

SharePoint
Documentation saved in 
SharePoint. Link to 
documentation added to 

JIRA ticket

Authorize
Approve change request

Peer Review
Forward 
documentation and 
JIRA for approval

Documentation*
A) Data Change
B) Migration Request
C) Migration Approval
D) Urgent Migration
E) Risk Assessment

Review
JIRA, artifacts and audit 
trails. Solicit additional 
information if necessary

*Note: The Analyst should determine the level of 
documentation required for any single incident. 

JIRA
Update JIRA ticket with 
authorization to notify 
the Technical Unit

Risk Assessment
Forward signed paper 
copy to Senior Director

*Note: Approval may occur after 
Development and/or Testing.

Complete Testing
Obtain Approvals

Update JIRA

Migrate DEV - TST

Complete Testing
Obtain Approvals

Update JIRA

Migrate DEV - SUP

Develop Data Change / Mod
If available, use 
documentation as guide for 
business requirements

Emergency MigrationStandard Migration

Complete Testing
Obtain Approvals

Update JIRA

Migrate TST - STG

User Acceptance Testing
TST/STG/SUP 
Environments 

JIRA
Update JIRA ticket with 
authorization to promote 
change / modification to 
PRD

Development Migration

Environment Migration

Emergency MigrationStandard Migration

Complete Testing
Obtain Approvals

Update JIRA

Migrate SUP - PRD

Complete Testing
Obtain Approvals

Update JIRA

Migrate STG - PRD

Close JIRA
Confirm changes. Notify 
customer. Close ticket.

User Acceptance Testing
PRD Environment. Update 
JIRA ticket.
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