Administrative System

Report Request Form


Purpose and Context of this Document
This document is intended to capture the basic business requirements and layout of a proposed report from the business users.  The document should be used to reach agreement by the requesting parties (i.e. business users) on the layout and detailed characteristics of the report. The request process has four basic steps.
1. The request is initiated: The person making the request fills out Section 1.
2. The request is reviewed: 

a. The request is then sent to Susan Empey and/or Bill Roden via Email. The request is given an initial review. The initial reviewer determines if the request is accepted or rejected. The initial reviewer logs all accepted requests. Section 2 is filled in with the reviewer’s, comments and an initial estimate of how much effort is involved to help in prioritizing the request.
b. If accepted, the reviewer will review the request with the Business Owner. The Business Owner must approve the request for the report to go into the Report Development Queue.

c. The Report Request Queue is reviewed and prioritized by the appropriate committee (SA/HR, Distributed Users Reporting Strategy Group (for distributed reports) or Oracle Financials Business Owners (for central office reports)).
3. The report is assigned for development: Once the request is scheduled for development, ITSS/Reporting Analyst(s) uses Section 3 as a guideline to develop a detailed Functional Specification. The ITSS/Reporting Analyst will work with the report requestor, and/or the other Business Resources specified in Section 1, to define the Functional Specification. The Functional Specification is assigned to the Programmer/Analysts to develop a Technical Specification from which to code the report. 

4. The report is finalized. The report is published/migrated for use.

Business Requirements

Report Layout and Description

If possible, provide a printed copy of the layout you are proposing for this new report – what does the report look like?  Remember - reports can have multiple Tabs or Drill-Down reports.  These must also be specified. 

You may use:

· A copy of a legacy report with annotations to show changes 

· An Excel spreadsheet made to look like a report

· A hand-drawn report

	Section 1
	Filled in by Clients. Please Provide as much information as you can and submit to: a predefined distribution list-requests@lists.stanford.edu.
	Request #: 

	Requestor
	     
	Phone & e-mail 
	     
	Business Office/School & Dept
	           

	Date Submitted
	     
	Date Needed - Explain
	     
	Business/Central Office Data Owner
	     

	Request Type
	 FORMCHECKBOX 
   New Report
	 FORMCHECKBOX 
   Modify Existing Report
	 FORMCHECKBOX 
   Reference Existing Report

	System/Module involved:
	PeopleSoft   SA:  FORMCHECKBOX 
 HR:  FORMCHECKBOX 
  GFS:  FORMCHECKBOX 
  Other:  FORMCHECKBOX 
       
	Oracle (list all modules that apply):
	Other (list):      

	Existing Report
	Report Number:      
	Report Name:      

	Request Title:
	Short Title (less than 50 characters, this will be used to track your request):


	Request Description
	Request Description:      

	Business Purpose/Use
	Describe Business Need – how is need currently being met?  Are there available workarounds (including process or policy changes)?      

	Priority
	 FORMCHECKBOX 
  Critical (legal/business risk) FORMCHECKBOX 
  Must (significant impact)  FORMCHECKBOX 
  Need (some impact) FORMCHECKBOX 
  Nice to have
Explain (Quantify impact of alternatives.):      

	Additional Information

(Check all that apply)
	Who will Use This Report Estimate number:
 FORMCHECKBOX 
  Central Office       
 FORMCHECKBOX 
  My Department      
 FORMCHECKBOX 
  My School      
 FORMCHECKBOX 
  All Distributed Users 
 FORMCHECKBOX 
  Other       
	Frequency:

 FORMCHECKBOX 
  Daily       FORMCHECKBOX 
  Weekly

 FORMCHECKBOX 
  Monthly   FORMCHECKBOX 
  Year End
 FORMCHECKBOX 
  Ad Hoc  
 FORMCHECKBOX 
  Other (specify)       
	How Used (check all that apply):
 FORMCHECKBOX 
  Printed 

 FORMCHECKBOX 
  On-line

 FORMCHECKBOX 
  Download



	Other Contacts
	Business Resources:

	
	Testers:

	Comments
	


	Section 2.A
	Filled in by the initial reviewer.
	Request #:

	Initial Reviewer
	
	Phone & e-mail 
	     
	Date Reviewed:


	      

	Comments
	

	Initial Estimate
	 FORMCHECKBOX 
  Minor         FORMCHECKBOX 
 Small        FORMCHECKBOX 
  Medium        FORMCHECKBOX 
  Large        FORMCHECKBOX 
  Project (Estimated Hours:                                 )

	Assigned to Remedy
	Date:
	
	Remedy Ticket Number
	
	Assigned to:
	

	Recommendation
	Report Type

 FORMCHECKBOX 
  Canned Report

 FORMCHECKBOX 
  BQY

 FORMCHECKBOX 
  Exception Report

 FORMCHECKBOX 
  Ad Hoc

 FORMCHECKBOX 
  SQR
	Environment:

 FORMCHECKBOX 
  ReportMart

 FORMCHECKBOX 
  ReportMart3

 FORMCHECKBOX 
  Hyperion

 FORMCHECKBOX 
  DSS

 FORMCHECKBOX 
  Other
	Data Warehouse Impact:

 FORMCHECKBOX 
  High

 FORMCHECKBOX 
  Medium

 FORMCHECKBOX 
  Low

 FORMCHECKBOX 
  None


	Section 2.B
	Filled in and Signed by Business Owner(s): (be sure to include all owners)

	Working Group/Business Owner(s) Disposition
	 FORMCHECKBOX 
  Support Initial Consideration, Forward to PS or CO Reporting Team 

 FORMCHECKBOX 
  Defer for Future Consideration (explain below)


 FORMCHECKBOX 
  Drop (explain below)

 FORMCHECKBOX 
  Referred for Alternate Solution (explain below)

	Priority:

 FORMCHECKBOX 
  High

 FORMCHECKBOX 
  Medium

 FORMCHECKBOX 
  Low

 FORMCHECKBOX 
  None

	
	Explanation or Comments:

	
	Signature(s):


	Section 3
	Report Analysis Guideline

	Development Estimates
	Specific Hours Estimate (include Research/Analysis, Development/Coding and Testing) __________


Functional Approach and Sample Layout

Report Title
Number of Tabs and Tab Titles
Description/Use
Other Headers (Oracle has standard report headers)
Footers (Oracle has standard report footers)
Page and Section Breaks
Sorts
Include list of data elements, labels/headers for the data, data format and data length (attach spreadsheet)
Search Terms/Prompts
Summary data (include calculations)
Periodicity of Data (i.e. weekly, daily, real-time/production)
Population Selection Requirements 
5-10 testing scenarios and output values

Report mock-up with all data elements labeled – column descriptions, formula calculations, format type, max characters, etc
Menu/Security or ReportMart Publishing Information

Security Classes or Viewer/Access Groups (i.e. all users, Central Funds group only, etc.)
Salary authority required?
Adaptive State and Publishing
ReportMart Information

· Report Name
· ReportMart Category for Publishing
· Report Description
Determine Data Warehouse Requirements
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