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Reference Material

• Sign in to Pansophy and DocuShare
• DocuShare link

• Pansophy link

• DocuShare Directory of Training Slides and Referenced Material
• SRF Institute > 01 - SRF Projects > 06- For Reference, Additional Template and Processes

• Training Slides:
• SRF Institute > 01 - SRF Projects > 06- For Reference, Additional Template and Processes > 

Pansophy Related Training

• Pansophy Help
• Pansophy Home > Main Menu dropdown > Help

https://jlabdoc.jlab.org/docushare/dsweb/HomePage
https://pansophy.jlab.org/pansophy/index.cfm
https://jlabdoc.jlab.org/docushare/dsweb/View/Collection-20769
https://jlabdoc.jlab.org/docushare/dsweb/View/Collection-25723


Location of Training Slides

Pansophy > Main Menu > Help



Getting Started

• Requests may not be related to a single project. For these requests select “-All-” 
in the project dropdown menu.

• Some requests may not fit the types provided. These requests should be 
completed as a general request where detailed descriptions can be provided in 
the comments field. 
• Attaching additional documentation may help to complete the task. 



How to Access the Request Form
• Once logged into Pansophy 

users will click the ‘Service 
Request’ button to the left 
of user authentication. 

• This will create a popup 
window containing the 
request form.

• The request service button 
is available on every page in 
Pansophy. 



General Request Required Fields
• User Requesting is a required field that is set to the user logged in by default. If a user is 

making a request for another employee select the name of employee, the request will be 
submitted for.

• Request Type is a required field that is set to general request by default. The type can be 
changed through the dropdown menu

• Project is a required field. Select the project related (or closest) to the request from the 
dropdown menu.

• Priority level is a required field. A priority of high would indicate this request is holding up 
production while a priority of low would allow reasonable time for the request to be 
completed.



Types of Requests

• In addition to the general request form five additional forms are provided.

• NOTE: ‘Add username to dropdown’ is only applicable to existing employees



Requesting a New Acronym

• Requesting an acronym will add three required fields to the form.
• Component name (Enter data in textbox)

• Drawing number (Enter data in textbox

• Description of acronym (Enter data in textbox)



Requesting a Serial Number

• Requesting a serial number will add four required fields to the form.
• Acronym (Select from dropdown menu)

• Serial number: Multiples entered separated by comma (Enter in textbox) 

• Reason for request (Select radio button option that best suites need)

• Radioactive material or radiologically controlled area needed (Select radio 
button)



Requesting an Existing User be Added to 
Dropdowns
• This request is only available for existing employees not new hires and will add 

two required fields to the form.
• User group (This dropdown shows groups that users can be added to)

• Username (Dropdown containing existing employees)



Requesting Permissions for Employees

• This form will allow users to request more permissions for existing or 
new employees. 

• While this form shows available permissions some permissions may 
require additional approval outside of the Pansophy team. 

• NOTE: If you are a supervisor requesting permissions for another 
employee you will remain ‘User Requesting’



Requesting Permissions for Employees

• Form will allow users to select 
permissions from three areas.
• M:Drive Access

• Pansophy Access

• Docushare Access



Requesting Permissions (Existing Employee)

• If existing employee is selected, then two required fields will be added to the 
form.
• Employee Username (Dropdown menu)

• Employee Supervisor (Dropdown menu)



Requesting Permissions (New Employee)

• If new employee is selected three required fields will be added to the form. This 
is because a new employee may not have been added to dropdown menus so 
additional information is needed.
• Employee full name (Enter in textbox)

• Employee username (Enter in textbox)

• Employee supervisor (Dropdown menu)



Traveler Delete/Reopen Requests

• This request will add four required fields to the form.
• Traveler ID  (Enter in textbox)

• Sequence number  (Enter in textbox)

• Delete/Reopen/Other (Select radio button) 

• QMS reasoning  (Enter in textbox)



What happens once I submit a request?

1. Email automatically sent to pansophy

2. Logged into a new database system for requests

3. A Pansophy Team member will perform the request and/or ask for 
clarification on request.

4. An email will be sent when request is completed.



Thank You For Listening
Questions?

Additional questions or concerns can be directed to pansophy@jlab.org
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