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1.0 General Statement
This document provides guidelines (rules and policies) for the format, distribution and usage of reports based upon data entrusted to Eastern Illinois University. The EISE project includes these Banner modules: Student, Human Resources, Finance, Advancement and Financial Aid and other closely related non-Banner systems.  This document provides general and specific guidelines for the headers, footers and body of all EISE reports.  In addition, this document provides guidelines for situations when data from Banner, DARWin and certain related systems are combined with data from other sources.

The Reporting Standards Team has provided a comprehensive and thoughtful analysis of the University’s reporting needs, and has made recommendations for an institutional reporting strategy that is intended to be both durable and flexible.

2.0 Reporting Needs of the University

In order to ascertain the reporting needs of the University, this committee conducted a survey of campus decision-makers.  Questionnaires were sent to 109 Assistant/Associate Vice Presidents, Deans, Directors, and Chairs.    Two questionnaires were sent to each administrator so that university employees in each area who are responsible for creating reports (report writers) could also have opportunity to provide feedback.  The questionnaire was divided into two sections, A and B.  All respondents were asked to complete Section A, and report writers were asked to complete Section B.  Respondents were given two weeks to respond, and results are given for the 50 questionnaires submitted within that time frame.  A copy of the questionnaire and a copy of the results are appended.

While the use of electronic reports is prevalent (72% of respondents), paper reports remain the most often used (78% of respondents).  However, 60% of the respondents indicated a preference for receiving reports electronically, while only 26% listed paper reports as a first preference.  Several respondents indicated the type of report determined their preference.  

Respondents were asked to indicate how many reports they received within various time frames and the source/s of those reports.  Currently, the number of reports received varies according to the office and its function.  The majority of these reports are generated within six departments on campus: Information Technology Services, Planning and Institutional Studies, Business Office, Budget Office, Human Resources, Records, and Registration.

Respondents were asked to identify any reporting needs that are currently not being met.  Areas of need are as follows: 

· Better tracking mechanisms (e.g., track graduate applications by ethnicity; track admitted students, track expenses by activity).  

· Ability to run simple queries against student information (e.g. list of students enrolled in a course by major/non-major).  

· Ability or enhanced ability to access and/or move between systems (e.g., eliminate/minimize stand-alone systems, eliminate need for “shadow” accounting). 

· More compatibility with a variety of platforms (e.g. Mac compatibility) 

· Mechanism to identify and profile majors vs. minors in classes and academic programs was cited by several academic administrators.  

· Opportunity to have direct access to information to reduce dependency on others for information/reports and eliminate delayed response time 

· Better coordination of reporting

· Identification of data custodians and standard reports

Respondents were also invited to offer suggestions or comments on reporting capabilities desired as a result of the EISE project.  Responses indicated the following:

· Easier and more timely access to information 

· Maintenance of data integrity during and after conversion

· Direct access to information

· Multiple platform compatibility

· More user-friendly report writing tool

· Integrated systems 

· Better coordination of reporting

Section B respondents (report writers) indicated that in producing reports, they most often (62%) used specialized programs self-written or written by someone else in the department.  Vendor-provided or canned reports that come with software were utilized by 53% of report writers.  Other types of reports (e.g., E-print, EXCEL, financial statements, ITS reports) were identified by 22% of report writers.

The majority of report writers (91%) use information from the Mainframe, and over half (63%) indicated use of their own data sources (e.g., surveys generated from the unit, databases maintained in the unit).  Data warehouses were identified by 22% of report writers as sources of data.

A final question asked report writers to identify reporting tools.  The majority used Microsoft applications: Word (75%), Excel (91%), Access (72%).  Statistical packages (SAS, SPSS) were identified by 19%.  Crystal Reports (13%) and Focus (16%) were the remaining reporting tools most often used.  A variety of additional vendor-provided tools were identified by 34% of report writers.

3.0 Reporting Sources

A Data Source is where data/information resides that may be used for reporting purposes.  

EISE Reporting Sources:
· Banner Database Tables.

· ODS (Operational Data Store of data extracted from the Banner database tables.  While maintaining information from multiple data sources, ODS, provides a point-in-time view of operational data.)
Other Campus Reporting Sources:

· Facilities Planning – work order, key inventory, environmental controls (Maximo and Timberline)
· Security – Parking Management and Ticketing (T2 System)

· Records – Transcript imaging and computer output on laser disk (OnBase)

· Financial Aid – Student Health Insurance – Byrne Software

· Career Services – E Recruiting

· Health Services Medical Records and Pharmacy Management - GE Medical System

· Cashier Management - CashNet

· Union Bookstore inventory and point of sale – Missouri Book Systems (MBS)

· University Scheduling System - AdAstra

· Student Recreation Center Facility Management (Rectrak – Vermont Systems)

· WebCt Virtual Student Learning Environment

· International student and employee tracking – Winstar

· Campus phone billing system – Pinnacle

· Housing – CBORD

· Booth Library  - Library Laser Printing System
· Campus-wide printing system used in student labs throughout the campus

· Printing system used to maintain the Booth Library books and periodicals
· Panther Card

· Surveys (any format)

· Communication Disorders and Sciences (CDS) Hearing/Testing Center

Data Custodians will be held responsible for determining the level of access users will have to the available reporting sources.  Data Custodians along with the Data Standards Team are responsible  for the accuracy and completeness of data including the maintenance and control of Banner validation and rules tables. 

	AREA OF RESPONSIBILITY
	DATA CUSTODIAN

	Advancement
	Director of Alumni Services

	Finance
	Director of Accounting and Finance

	Financial Aid
	Director of Financial Aid

	General 
	Director of Planning and Institutional Studies

	Human Resources
	Director of Human Resources

	Student
	Registrar


Procedures for requesting such access can be found in the EISE Data Standards Document.  
4.0 Levels of Implementation

This model outlines the levels of maturity for accessing information.   For each level identified, the information access characteristics and requirements of that level are given.

Level 1: In the early stages of the Banner implementation process, Eastern will focus primarily on the adoption and implementation of baseline reports that are supplied with the Banner system.  These reports are easy to run and are the simplest to maintain and support. While these reports will not be customized to the exact specifications of the users, they should be able to provide much of the needed information.  It is critical that system users understand what is provided them so that effort is not expended duplicating reports that already exist.  

Level 2: At level 2, specific institutional reporting needs beyond those that are fulfilled with the administrative system’s baseline reports will be identified. To meet these needs, ITS will develop additional reports or customize the baseline reports.

Level 3: At level 3, certain end users or “power users” will begin to create reports through self-service reporting tools.  These individuals will create the reports, which will be distributed to others who require data.  At this level, we will be doing combined reporting (bringing data/information from various sources together with information stored in Banner).

Level 4: When the institution is at level 4 in the implementation process, it will begin to develop a strategic approach to operational reporting.  This strategic approach will consist of the standardization of a stable reporting infrastructure.   Core to this capability is the ODS, which extracts data from Banner administrative systems and simplifies the data structures, making it much easier to access and generate consistent reports.  In addition, the ODS allows users to perform operational and ad-hoc reporting without the involvement of ITS.

Level 5: At the highest implementation level, institutions may use automatic notification for specific data at critical junctures.  Also at this level, Eastern may establish specific daily reports for key management areas.  

5.0 Creation and Distribution of Reports

The Reporting Standards Team has provided a report format in Appendix C of this document to be used when producing university reports.  These reports should be in compliance with Internal Governing Policies (IGP) 97, 140, and 188 as well as any other IGPs which refer to data entrusted to Eastern Illinois University (EIU).  By law, certain data is confidential and may not be released without proper authorization.  Users must adhere to any applicable federal and state laws as well as EIU internal governing policies and procedures.
It is recommended that all report writers who create and develop reports for use at EIU include Meta Data (Data that describes information about data.) for these reports.  The Meta Data should contain information that characterizes the who, what, where, and how related to data collection.  Meta Data often refers to special tagged fields in a document that provide information about the document to search engines and other computer applications.  Information that should be in the Meta Data includes, but not limited to, name, location, layout, report parameters.
Sophisticated reporting tools such as Crystal Reports provide convenient objects for Meta Data that automatically create some information (Performance Information found in the Report drop-down menu) such as number of database fields, number of on-demand formulas, number of data sources, recurring database record length, grouping information, and latest report changes.  Other Meta Data (Summary Information found in the File drop-down menu) may be recorded manually by the report writer including author, keywords to assist searching procedures, comments, and other information.  This Meta Data is conveniently and securely saved with the report and stays with the report when the report is backed up to a storage device.
Departments who choose to use less sophisticated reporting tools should require their report writers to record Meta Data for all reports they create in a manner that will make this information easily accessible and understood by subsequent report writers who come into the departments.
University Report Format

Information to be placed in the Heading:

· Name of University (line 1-centered)

· EASTERN ILLINOIS UNIVERSITY

· Owner Department, Office, College or other entity of Report (line 2-centered)

· Office of Financial Aid

· Art Department
· Lumpkin College of Business and Applied Sciences
· Report Title (line 3-centered)  Consider titles that will be convenient to find by a search engine.  Visual scanning for titles will become increasingly difficult as your department increases the number of reports.
· Payroll Report for Bi-Weekly Deductions
· Class Rosters for Spring 2006

· Packaged Aid for Spring 2006 Students
· Time Period Covered by Report (line 4-centered)

· Fiscal Year 2003 to Fiscal Year 2004

· Optional information (lines 5-7)
· Prepared for BOT Meeting

· For FOIA data 19-Feb-2006

· Distributed to Fiscal Agents
Information to be placed in the Footer:

· Unique Report Identifier/Filename (line 1-centered) Consider organization methods that will contribute to the ease of finding and backing up your reports while being unlikely effected by organizational changes.  For example, you may choose to name a folder, “Botany”, rather than use a prefix such as BOT.
· ST001223

· EM22911
· C:\Documents and Settings\eral302\My Documents\Crystal Reports\GiftTotals.rpt
· Date/Time Stamp, in accordance to Data Standards Document (line 2-left justified)

· 10-Dec-2005  10:05:23 am
· Page Number (line 2-right justified) 
· Page 1 of 23

· Page 23
An example of the University Report Format is located in Appendix C.  
Special note to those who plan to use e~Print as a reporting tool:  Page Authorization security is integrated with Banner Finance, Human Resource/Payroll, and Student Faculty/Advisor modules.  The Page Key Value is the element on which e~Print will secure a page.  This element must exist on every page of the report for Page Authorization to be effective.  If clarification is needed on this matter, please contact Information Technology Services, 581-6959.

Appendix A—Questionnaire on Reporting Needs
The Reporting Standards Team of the EISE project seeks to gather information from assistant/associate vice presidents, deans, directors, chairs, and report writers in order to assess the University’s reporting needs.  The EISE project includes existing systems and upcoming Banner modules: Student, Human Resources, Finance, Advancement, and Financial Aid.  All respondents are asked to complete section A.  Report writers are asked to complete sections A and B.  A report writer is someone who creates reports using various data sources and distributes those reports.

Please return completed questionnaire to Dr. Karla Sanders (CASA) by Monday, February 20, 2006.

Please indicate your title:

___ Assistant/Associate Vice President

___ Dean

___ Director

___ Chair

___ Report Writer

___ Other, please specify: ________________________________

Section A: 

1.  What report output do you currently receive? (Check all that apply)

____Paper report

____Electronic report (check all that apply below)



___E-print



___Web server



___Roscoe



​​​​___$AVRS



___Other, specify: _________________________________________

Comments:

2.  Please rank (1st, 2nd, 3rd choice) your preference for receiving reports via the following methods:


___paper report


___report sent to me electronically


___other, explain_______________________________________________

Comments:

3.  Please circle the number of reports you receive for the following timeframes:

Daily: 



0
1-5 

6-10

11-15

16+ 

Weekly: 


0
1-5 

6-10

11-15

16+ 

Monthly: 


0
1-5 

6-10

11-15

16+ 

Each semester: 

0
1-5 

6-10

11-15

16+ 

Annually: 


0
1-5 

6-10

11-15

16+ 

Comments:

4.  Please circle the percentage of your reports that come from the following areas. Make sure all the percentages are printed on the same line.

ITS: 




0%
1-25% 
26-50%
51-75%
76%+

Planning & Inst. Studies: 

0%
1-25% 
26-50%
51-75%
76%+

Business Office: 


0%
1-25% 
26-50%
51-75%
76%+

Budget Office: 


0%
1-25% 
26-50%
51-75%
76%+

Human Resources: 


0%
1-25% 
26-50%
51-75%
76%+

Records/Registration: 

0%
1-25% 
26-50%
51-75%
76%+

Within Your Dept:


0%
1-25% 
26-50%
51-75%
76%+

Unknown Origin:


0%
1-25% 
26-50%
51-75%
76%+

Other (list below):


0%
1-25% 
26-50%
51-75%
76%+

Comments:

5.  Please identify any reporting needs that are currently not being met:

6.  Please offer any suggestions or comments on the reporting capabilities and improvements you would like to see resulting from the EISE project.

Section B:  To be completed by report writers (someone who creates reports using various data sources and distributes those reports).
The following questions relate to reports that are created within your department, not those that you receive from other University sources/offices.

1. What type of reports do you currently produce?

____Vendor-provided (canned reports that come with a software package)



Can these reports be modified?  ____yes    ____no

____Specialized (programs written by you or someone else in your department)

____Other, explain:
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Comments:
2.   What data sources do you use to generate reports (check all that apply)?

____Mainframe

____Data Warehouse

____Own Data Source

___Data provided through a form sent to your office from students, faculty, or staff


___Data from a survey produced through your office


___Database/server maintained in your office


___Other, please identify:________________________________________

____Other Sources, please list: _________________________________________

Comments:

3.  What do you consider to be an official report?

Based upon your description of an official report, do you generate official reports?  Please explain.


4.  Please check all reporting tools you are currently using:


___SPSS


___Crystal Reports


___Focus


___Microsoft Access


___Microsoft Excel


___Microsoft Word


___SAS (Mainframe, PC)


___Other, please specify: ________________________________________

Comments:

Please return completed questionnaire to Dr. Karla Sanders (CASA) by Monday, February 20, 2006.

Appendix B—Questionnaire on Reporting Needs Results
N =50

0 Assistant/Associate Vice President

3 Deans

12 Directors

14 Chairs

8 Report Writers

13 Other, please specify: ________________________________

Section A: 

1.  What report output do you currently receive? 

78% (39) Paper report

72% (36) Electronic report 



76% (38) E-print



14% (7) Webserver



50% (25) Roscoe



14% (​​​​7) $AVRS



18% (9) Other, specify: 

· Data Warehouse

· Focus (alumni services/development) & a monthly composite. Development (Ads), report from alumni services/development.

· Mainframe Download

· Monthly telephone billing printed through Web Server (3)

· Raw data files from off campus & on-campus depts.

· Internal Dept. Reports

· Crystal

Comments:

· Telephone Bills are unfriendly, unusable.  Can't print full pages, etc.

· Roscoe refers to data sets (flat files) that are generated from programs run.

· Telephone program very difficult to use

· We would like to be able to create our own reports from banner.

2.  Please rank (1st, 2nd, 3rd choice) your preference for receiving reports via the following methods

	
	1st
	2nd
	3rd

	Paper report
	26% (13)
	36% (18)
	16% (8)

	Sent electronically
	60% (30)
	28% (14)
	2% (1)

	Other
	14% (7)
	8% (4)
	10% (5)



Other:

· Data file for upload the 2nd semester

· Savers, E Print

· I can go to a site & print what I need

· Download student data onto SRC Server

· Access data directly to develop our own reports.

· $AVRS, e-print, etc

· reports I have to go out and find electronically

· Report I create (electronic format)

· Web-page

· or a place that multiple users can access

· Depends on type of report.  Some that can be down loaded into Excel are helpful.  Others, I may end up printing to study, organize and review.

· It depends on which report I am receiving

· Web page

· reports sent to my Admin. Aide

· Web Address

· generating our own reports (independent of ITS & BUS office.

Comments:

· E-Print is fine & like to get it electronically but other reports (i.e. summary by major) need to come as paper.

· Electronic reports-data can be easily manipulated stored, etc.

3.  Please circle the number of reports you receive for the following timeframes:

	
	0
	1-5
	6-10
	11-15
	16+

	Daily
	42% (21)
	24% (12)
	0
	0
	2% (1)

	Weekly
	24% (12)
	30% (15)
	10% (5)
	0
	6% (3)

	Monthly
	2% (1)
	14% (7)
	20% (10)
	8% (4)
	6% (3)

	Semester
	8% (4)
	26% (13)
	16% (8)
	14% (7)
	16% (8)

	Annual
	6% (3)
	32% (16)
	4% (2)
	6% (3)
	26% (13)


Comments:

· Not me personally, but various staff members receive reports on daily basis

· Campus Recreation receives a download/report every morning around 2 A.M

· Several reports are generated by events such as enrollment updates (drop/add/withdraw) from records/registration or grade changes from there and that doesn't really fit in above categories

4. Please circle the percentage of your reports that come from the following areas. 

	
	0%
	1-25%
	26-50%
	51-75%
	76%+

	ITS
	14% (7)
	32% (16)
	10% (5)
	6% (3)
	10% (5)

	OPIS
	20% (10)
	40% (20)
	8% (4)
	2% (1)
	4% (2)

	Business
	12% (6)
	34% (17)
	10% (5)
	6% (3)
	4% (2)

	Budget
	10% (5)
	48% (24)
	6% (3)
	2% (1)
	0

	HR
	12% (6)
	48% (24)
	2% (1)
	0
	2% (1)

	Rec & Reg
	14% (7)
	38% (19)
	14% (7)
	0
	8% (4)

	Own Dept.
	10% (5)
	30% (15)
	10% (5)
	8% (4)
	8% (4)

	Unknown
	18% (9)
	14% (7)
	0
	0
	0

	Other
	12% (6)
	16% (8)
	2% (1)
	2% (1)
	2% (1)


Other:

· Development Office

· Alumni Services/Development

· VPAA / COEPS

· Outside Sources

· Deans office, Certification Office

· Admissions, VPAA, Certification, Financial Aid, and Testing.

· Admissions, VIAA, Certification (A&H Office, Financial Aid, and Testing)

· Roscoe

· Telecom

· Textbook Rental

· Admissions, VPAA, Certification, Financial Aid, Testing.

Comments:

· This may not be an accurate reflection of where my reports are generated from.  I am not clear on what to include as reports and some of them could be generated from multiple areas.

· Downloads could be sent from records/registration but not sure.  ITS set up our program.

5.  Please identify any reporting needs that are currently not being met:

· We need to track graduate applications by minority category.  We also need to track graduate enrollment by minority category more easily.

· It would be nice to be able to easily run a simple query against student information.

· The ability for office staff to query the system and generate a report without the assistance of ITS.  The ability to print reports to the office printer and not the ITS printer.

· (Same as Tracy's) Also, at this time we can not identify if classes students are enrolled in match their major field of study.

· I need to have access to ADS but haven't set this up.  And E-Print does not come up on my Mac computer

· Information to process on-line registration.  Capability to pay fines/fees from Bursar Office.

· Currently our access to importing data into an electronic format is limited.  We have strict deadlines and are forced to depend on other departments for data.  This can result in untimely submissions to the State of Illinois for reasons beyond our control.

· I miss the fall semester response that showed number of major & non-major in each course.  Was useful when I filled out my annual report to our independent accrediting organization (NASAD)

· All forms/reports in PDF should be interactive allowing response/completion online

· Lists of prospective undergrad. & grad. Students in the major for recruiting purposes

· You must currently go in and out of databases, switch FRS, etc. in order to get necessary information.  Can't import/export data.  Must maintain shadow skeleton accounting system-current university system is never current and is difficult to decipher.

· Difficulty with synching data with legacy system and being able to efficiently report from data.

· More coordination of where reports originate so question/requests may be easily directed/answered

· Cannot pull info from mainframe with separation between first and last names

· Difficult to move between systems.  Telephone stands alone, budget is separate.  Must keep a shadow accounting system, as university system is not current as mine & difficult to read.

· Account statements, Daily Charges (by accountant)

· I would like to be able to create reports on students in our major/minor as I can (for classes, rooms, etc.) on Ad Astra & have it print on my printer or download in a MAC-compatible format that is editable, not PDF, Excel e.g.

· To be able to pull out specific community college information about their students (i.e students who transfer with or without transferrable associates, IAI, retention, graduation rates…)

· Ability to utilize accounting/banner system to create reports as needed.

· Timely Foundation Reports, and Reports on Minor Enrollment

· Need a report which figures (calculates) the major gpa for our own majors.

· Payroll data is reported to us in paper format (Peso report & payroll history report).  Need flexibility to analyze and review data.  (Example: review composition of overtime to determine which classification (trades, civil service, etc) to focus on issues (see composition of OT).  2) Ability to monitor (manage) student payroll by position (not pay ranges).  We have over 700 student employees in about 10 different positions.  These employees report to various mangers which need feedback on those within their office.  3) Automate/track expenses of various activities, programs that are part of an account.  (Banner offers activity codes option) Example: Have 6 separate committee budgets within the Residential Life account which requires manual tracking and extra data entry to generate reports.  4) Tracking years of service.  For example recognition (expectation depts. are to verify when HR has the data).

6.  Please offer any suggestions or comments on the reporting capabilities and improvements you would like to see resulting from the EISE project.

· I regret that it may be too soon for me to detail what my reporting needs may be.

· I hope we don't lose the capabilities we have now so we can get the same information.  It would be nice to be able to run data to answer questions as they come up in committees.  Will the new tool prove easy to use?

· I would like to see a significant increase in the capabilities of the end users to create reports independent from ITS.  I would like to have a report writer that does not require advance knowledge of sql and codex to operate.

· As a user, to be able to sum simple reports from Banner without a lot of technical knowledge.

· It would be nice to be able to receive reports the same day requested.  Also, it would be nice to have a choice between receiving an electronic copy or picking up a paper copy.

· More coordination among areas.

· Most reports that are most critical have to do with E-Prints.  Reports to external services.  The ability to easily break down bullet information to suit these agencies would be helpful.  

· Utilize the Banner System for SRC memberships, access control, and payroll management

· It is vital that we have the access to data and tools necessary to build our reports internally.  Submitting data to the State of Illinois will become more efficient.  We will no longer need to burden other departments with data requests.  

· See Previous Question. Also, want to generate 300+ waivers, stipends (1000+) electronically. Very important to our operation.  Would like to have ready access to TB test results for student teachers.  Currently, Health Services uses an in-house database that is not accessible.

· Please ensure any reporting or downloads off Banner are Mac-compatible.

· I want to maintain the same functionality I have now in reporting from Plus using Focus.  I have concerns converting existing Focus programs and even if we need them.

· Better/easier web publishing capabilities, more consistent data, more end user reporting capabilities, more coordination among areas, and more automation.

· Capability to separate F,M,L Names.  Ability to develop reports from mainframe data without going thru ITS.

· I generate 300+ semester stipends via req. for payment forms and would like to do these electronically.  Contact me for explanation at 581-2620.  Health Services uses a program to show completion of TB lists.  This is unalphabetized and untransferable to us electronically.  Very un-user friendly.

· We need live interfaces with new system. Discussed our needs with Dave Pollard 2/8/2006.

· I would like report writing & creation to be EISE.  I get asked by faculty for specific information on our majors and/or minors and would like to have the ability to search for and download or print off the results myself.  These requests are sometimes "/-of"?not repeated so it doesn't require someone creating a software program.

· It is time consuming & often difficult to go to multiple locations for data.  The reports from institutional planning (data book) are difficult to query and manage.

· I'd like the information to be at my fingertips at any given time. 

· The ability to pick and choose what reports we really need without getting a bunch of reports we don't need.

· Streamline reports.  Why do Department chairs need 6 reports from textbook rentals?

· The practice of having a student slip into a seat of a class when another student drops from the class should be examined and eliminated.

· Please ensure any reporting or downloads off Banner are Mac-Compatible.

· Ability to generate reports at (anytime) not just quarterly or monthly.  Flexibility to print reports in our office instead of having to run over to ITS to pick up reports.  Independence to control our own reports.  Access to data when we need it not when someone else has time to fit us in.  Flexibility to easily extract data for analysis purposes.  Flexibility to create custom reports.  Access to data (especially payroll data)
Section B:  To be completed by report writers (someone who creates reports using various data sources and distributes those reports).
N=32 (percentages correspond to this total)

1. What type of reports do you currently produce?

53% (17) Vendor-provided (canned reports that come with a software package)



Can these reports be modified?  24% (12)  yes    8%  (4) no 

63% (20) Specialized (programs written by you or someone else in your department)

22% (7) Other:

· E-print reports, membership reports, Donor Reports, Attendance Reports (2)

· Programs written by ITS

· Excel

· Created from written reports and records from mainframe

· Major Assessment Planning

· Budget Vs. Actual, Quarterly Reports (Financial Statements)

Comments:

· Vendor-provided reports can only be modified with revision capabilities already built into system.  For example: changing the text of a letter generated by canned software.

· Specialized reports involving collection and compiling of major/area/department specific statistics

2.   What data sources do you use to generate reports (check all that apply)?

91% (29) Mainframe

22% (7) Data Warehouse


63% (20) Own Data Source

56% (18) Data provided through a form sent to your office from students, faculty, or staff



56% (18) Data from a survey produced through your office



63% (20) Database/server maintained in your office



19% (6) Other

· Off-campus

· Combination of paper reports from various depts.

· TB completion -Health Services

· Roscoe Reports

· Remote Server

· Financial Reports

5 Other Sources:

· Information from Health Services

· Off-campus records

· Assignment of Duties on CAHOAD server

· CEPSADD (or Education Dept. Server)

· Focexec.(roscoe) BR system

3A. What do you consider to be an official report?

· Reports from VP or Presidential areas that are used to communicate beyond campus.

· A report that will be shared outside of the office or university

· A report that comes from the university systems & ties to other official reports.  Reports that are sent off-campus should always be "official"

· FRS from Business Office.  I get all my data from e-print

· Those required by EIU's administration &/or a Governmental agency or reports prepared for external release or external services.

· A report that is finalized and sent outside the Campus Recreation Office (i.e. " to the VPSA Office

· An official report is one that is generated by an authoritative source with specific parameters such as a set point in time.

· Reports coming from VP, Dean, VP'S office affiliates

· Anything with student info ID's with specifics concerning departments

· All, unless it is explicitly stated that it is exclusively for internal (departmental) use.

· As required by university, state, accreditation agencies, etc.

· Subject to audit, verify enrollment within our dept. and in other dept's.  Verify expenditures/deposits, anything with Financial Aide, Anything with Personnel.

· A report produced by the dept. that owns the data.

· Verified/accurate data from university systems

· Report containing university/student info

· Subject to audit, verify enrollment and expenditures/deposits, financial aid status, personnel.  Within our dept. and other university departments.

· An official report is something produced by an area where the data originates.

· Info processed for official sources

· Reports compiled off mainframe data by a program created by ITS, that can be printed or downloaded for review.

· Those that report official data from EIU and program.  Those read by others and used for decision making.  Either internal or external.

· Student name, address, SS#, PEB, Class,  Sem. GPA , cum. GPA, major, phone # (Address can be local or home).  Budgets, Phone Bills, and Inventory

· Official counts and numbers that represent publishable university numbers/counts

· Financial, Payroll/Personnel, Property Control, Job Cost/Work Order

· Reports that are generated for the public. I generate many reports based upon requests for information that are then compiled into official reports.

· PESO Personnel expenditures summary and obligation, Monthly payroll to gross pay history: both produced by EIU.  Monthly Financial reports for Dean.

· Reports presented to EIU board of Directors, State agencies, audit reports.  (required by policy or law)

· Info provided by confirmed data

3B. Based upon your description of an official report, do you generate official reports?  Please explain.


· No, I don't consider ours the "official" reports

· Yes, I produce reports that are shared with committees and Presidents Council

· I pull my financial reports off of e-print on a monthly basis

· Yes, Grant applications and grant reports, museum facility reports, and accreditation reports.

· Not many "official" reports are generated.  However if we gather stats from SRC visits and use the report in meeting as verification, we consider it official.

· Yes, we generate the monthly PESO report.  And yearly reports such as staff years, internal budgets, US Census, Bureau of Budget.

· our headquarters at Brigade Region and Cadet Command

· Yes, Jone Zieren is data custodian and she signs off on all reports

· Yes, 10th day rosters are verified by my database and go to faculty

· Yes, I generate giving reports that are the official reports

· Yes, State mandated IM compliance

· Yes, For IBME Reports, assessment, etc.  For external accrediting bodies, for external surveys, that are used for ranking, marketing (i.e, Newsweek, Business Week, etc.)  For internal proposals for projects and decision making.

· Yes, Progress reports that demonstrate total numbers of transfer students from specific feeder schools.

· Yes, Work Order/Projects Billing

· No, I am never the final author of reports.

· he monthly reports for the Dean are "official" to us; however probably not to anyone outside our unit.  It would be like your checking acct. record verses what the bank says you have.  It does provide you with a check and balance system and you can pursue differences.

· Yes, rate development for room/board.  Budget Reports.  Both approved by Board of Directors.  Occupancy data for audit report.

· Yes (8)

· No (3)

4.  Please check all reporting tools you are currently using:


19% (6) SPSS


13% (4) Crystal Reports


16% (5) Focus


72% (23) Microsoft Access


91% (29) Microsoft Excel


75% (24) Microsoft Word


19% (6) SAS (Mainframe, PC)


34% (11) Other: 

· Recreation Solutions (Intramural Software). Vermont System- RecTrac (SRC ID ck Software). and TIMEKEON (Employee Payroll Software)

· Monarch, Adobe.pdf

· Mainframe (2)

· File Pro

· Roscoe

· Timberline Report Writer

· MySQL/PHP

· CEPSADD

· ASTRA

· Paradox (database)

Comments:

· In my past experience with generating reports from Banner, we (UI) used Crystal Reports the majority of the time.  The only exception was due to complex reports with logic that Crystal could not accommodate.  For the more complex reports we used SAS.  Thank you for the opportunity to respond.  Candace Flatt--Budget Office, Mai Dao, Jamie Hackett.
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