Footer Report Standards

In order to keep our reports standardized and help others know who created them and when they were modified, please follow these footer report standards:

All Reports/All Environments

When creating any reports, please include the following information in your report footer whether the report will be shared or not:

1.  Go to the “Header and Footer” tab of WebFOCUS.  Include a name for the report and the following in the footer:
· Created by:  Name
· Run Date:  &DATE (will system date your report when you run)
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Published Reports (Reports moved to the views and tabs in Insight)

The IT department will also attach the FERPA statement as footer information to all reports that are published to comply with University FERPA standards.  They will also include the published naming convention in the footer.

The IT department will request some additional General Report Information for all reports being published on the Report Publishing Form and will store that information in the background of the report to comply with UNC Data Standards.
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