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REPORT DEVELOPMENT

Reports created in this production INSIGHT environment are for department use only.  They are created by Report Writers and Power Users using the Report Assistant tool and predefined Reporting Objects.  They are stored in ‘My Reports’ or ‘Shared Reports’ folders.   


· MY REPORTS – Your personal area to store and modify localized department/academic area reports within an INSIGHT view.  You can share individual reports you created with other report writers in this view by right clicking on your report, select ‘Properties’ then select ‘Share Report’.

SHARING

· SHARED REPORTS – This area will contain folders for other report writers within an INSIGHT view.  Report writers can share individual reports with all other users who have access to this view.  They will see only the reports that the report writer has designated as shared.  

· Reports written with INSIGHT Report Assistant cannot be shared with report writers outside your INSIGHT view without being published (see instructions below).


PUBLISHING 

In order to Publish your report to other INSIGHT views and tabs it must first be converted to use synonyms instead of Reporting Objects.   Ask your department Power User or functional Report Coordinator to recreate the report using synonyms.  They will then follow the outlined steps in the MRE environment to publish the report.  
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REPORT DEVELOPMENT

Reports created in this development INSIGHT environment can be used for cross-campus usage. They are created by Report Writers Power Users, Report Coordinators, and Strategic Analysts using the Managed Report Environment (MRE) or Developer Studio tool and synonym data files.   They are usually highly parameterized for standardized reporting and consistency and can be easily published to other INSIGHT views.

· PUG Report Writers/Standard Reports/YOURNAME FOLDER – Your personal area to develop, store and modify department/academic area or campus-wide reports that you develop. 

· If you are developing a report to be published or for someone else:
· Copy and Paste the completed report to the INSIGHT View (testing tab/folder) that the requester has access to (e.g. Finance/Testing)
· Maintain a copy of the report in YOURNAME Folder.  
· Once report meets end user needs and testing is complete, follow publishing procedures to place report in permanent location.
· Delete the copy from YOURNAME Folder.

SHARING

Reports are stored in a folder with your name.  Once stored here they are automatically shared with any other MRE report developers.  Individuals with security access to this environment can run, modify, copy or delete reports from your folder.

· BEST PRACTICE: – if you want to use another developer’s report, first copy and paste it to your folder.
PUBLISHING
I. Developer completes the ‘Insight Report Publishing Form’ and attaches to TSC call to PUBLISH report.
II. The INSIGHT Team is assigned the call and requests approval from Data Steward via email
A. Insight team moves report from INSIGHT view (testing tab/folder) to Data Integrity view.
III.  (
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)Data Steward validates and approves report located in Data Integrity folder.
A.  If approved, Data Steward will:
1. Initiate a TSC call to request PUBLICATION and include name of report and location.
B.  If not approved, Data Steward will:
1.   Contact developer via email to correct and remove report from Data Integrity folder.

IV. INSIGHT Team is assigned call and performs approval actions.
If approved, the INSIGHT Team will:
Move report from Testing folder to permanent location
Remove report from Data Integrity folder.
Catalog in BIRC
Add naming conventions, footers, term include statement etc.
If not approved, the INSIGHT Team will:
Move report back to Testing folder
Notify developer/requestor of action and reason


MODIFYING PUBLISHED REPORTS

Once a report has been PUBLISHED and needs to have changes made, you will need to complete the following steps:

I. Developer requests (TSC call) a copy of the published report from INSIGHT folder to be placed in the developer’s development folder (e.g. PUG Report Writers/Standard Reports/YOURNAME FOLDER).

II. Developer modifies report.

III. When the report is ready to be checked by the requestor, the Developer moves the report to the INSIGHT view (testing tab/folder) that the requester has access to (e.g. Finance/Testing).

IV. Developer completes the ‘Insight Report Modification Form’ and attaches it to the TSC call if replacing the existing Published report then follows PUBLISHING steps beginning with step II.  If creating a new report complete the ‘Insight Report Publishing Form’ and follow all steps.
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