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Request field 
details 

(filled out by 
requestor in 
shutdown portal 

Status Types
 Received – Once applicant has submitted a Shutdown request in the portal
 Waiting for Stakeholder Approval – Network Controller adds Approvers at this stage
 Waiting for Information – Waiting on information from applicant
 Approved – Network controller has Approved 
 Completed – Shutdown has happened as per plan
 Declined – Shutdown has been declined by Network Controller
 Cancelled – Shutdown has been cancelled

Request Type (Shutdown plan types)
 Water Supply Network Shutdown plan
 WW or SW Network Shutdown plan
 WTP Shutdown plan
 WWTP Shutdown plan
 Generic Shutdown plan

2.1.1 Jira Portal view for Stakeholder Approvers and Requesters
to view and track shutdown jobs in Jira

2.1.2 Jira Portal view for Stakeholder Approvers and Requesters
to view and track shutdown jobs in Jira

Shared with
You can add the 
emails here for 
those you want to 
keep informed. They 
will receive an email 
each time the 
request is updated

Waiting for 
Stakeholders 
Approval 

Shows who has 
approved the 
shutdown

Note – Status will 
not change until all 
stakeholder have 
approved

Requests
You can bring up
a list of your 
shutdowns by click 
here
(see page 2 for more 
instructions)

Shutdown 
name

Activity

 Comments
 Attachments –

5 Shutdown
templates
(Same as
Request Types)

Request 
Number

Add a comment

1.click here to
add an additional
comment

2. The following
screen will show
where you can
add:

 Text
 A file

3. Click “Save”

Profile
You can update your 
name profile here
(see page 2 for more 
instructions)

Shutdown start 
and finish dates

If you need to 
update these 
please email the 
network 
controller 
directly and add 
a comment in 
Jira as shown 
below
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REQUEST SUMMARY VIEWS & PROFILE UPDATES
To view list of requests you have approved

1. From the portal page click on “Requests”
then click “Approvals”

2. To see requests you have already approved click on “Waiting for my approval” and then “Approval history”

To view list of all your requests
1. To see all requests click “All”

2. To show all jobs click “”Status: Open Requests” Then click “clear selection”

To change the name on your profile to include your job name 
1. click on “your initials” 2. and then click “Profile” 3. Update your name here (To include your role name in brackets)

e.g. Sam Lister – Network Controller


