Edison College Data / Report Request -  Please attach an example of a similar report if possible.

Today’s date:
_______
Requestor’s name: __________________  phone: _______________




Requestor’s dept.   __________________  email:  _______________




Edison College Dean / Director approved by:         _______________

What question do you hope the data will help answer:

________________________________________________________________________

________________________________________________________________________

The data in this request should be restricted to:

_______________________________________________________ time frame, campus, program, etc.
What detail items do you want in the data (i.e. student id, major, semester credits, etc):

1.  _________________

2.  _________________

3.  ________________

4.  _________________

5.  _________________

6.  ________________

7.  _________________

8.  _________________

9.  ________________

Any Calculated data (i.e. FTE = credits / 30) __________________________________________

How do you want the data grouped / sorted? (i.e. sorted by course and campus)
1.
_________________

2.
_________________

3.
________________

For each group above, what kind of totals, if any, do you want? (i.e. total FTE’s or total unduplicated student count)
1.
______________________________

2.
______________________________

I would like the request to be:  ___ a 1-page summary
___ full data details
How would you like your data delivered:
__ electronic page (pdf)    __ Excel

By when would you like the request completed?  __________________________________________

How frequently will you need this request run?  ___________________________________________

If you have any questions on this request form, please contact Barb Perrine (x1943).
*First SAVE this form to your computer.  Then, send this request form to bperrine@edison.edu 
__________________________________________________________________________________

--- To be completed by Technology Services --------

Estimated effort to complete: _____________
Estimated Completion Date: ____________

Directory/ name of the report developed _________________ 
View used: 
________________

Approved for Estimated Completion Date:  _______________
Assigned to: 
________________

For Adding the Report to Infoview:

Signature of Director who has approved the accuracy of this report: __________________  ___/___/___

Report Coordinator added report to _________ folder on Infoview & requestor notified :    ___/___/___  

