infoAdvantage Communication Process for 

Report Creation or Report Change Request
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Where Do I Go for Help?
Please contact the Customer Resource Center (CRC) anytime you need help with infoAdvantage.  The CRC staff will work with you in collecting the needed information and log a help desk case if the issue cannot be addressed immediately.  If a help desk case is logged it will then be routed to the appropriate support resource.  In an effort to speed up the response time of your requests, here are a few tips on the types of information that will help CRC staff and/or the support resources in addressing your request.

Basic Information needed for all infoAdvantage Cases

· Department Name and Department Number
· User’s eMARS ID

· Case details (include descriptive information explaining the nature of the problem or request).

Report Cases (on existing reports – i.e. questions, problems, enhancements)
· Identify type of report if known (i.e. infoAdvantage Thin Client, Business Objects Thick Client, etc)

· Identify Report Name (include complete report name and number if available)

· Provide Report Location within infoAdvantage (folder name)

· Identify if report is a Statewide standard or Department custom report
· Note:  For all Departmental customized reports, users should contact their report developers prior to contacting the CRC for assistance.  

New Statewide Report Needed

· Provide a purpose statement or objective (what is the overall purpose for the report)

· Identify your report audience

· Provide a report name and any other identifying information needed

· Identify if detail or summary level information is needed

· List all universes/classes/sub-classes you need information from

· Include all Dimension or Detail Objects and Measures needed in the report 

· Define any data grouping needed (i.e. by department, fund)

· Define sub-totals and grand-totals needed 

· Define any formulas/variables needed (where possible, i.e. calculated fields)

· Identify if your data needs to be year-to-date (YTD) or daily

· Identify if YTD totals for FY or calendar year

· Identify parameter fields needed (i.e. accounting period, fiscal year)

Request Access to a New or Existing Data Warehouse View

ALL Requests for access to the Data Warehouse Views will be reviewed and granted depending on the conditions prompting the request.  If your request can be done using infoAdvantage or Business Objects, your request for access to the views will be denied.
For access to Existing Data Warehouse Views:

· Provide a purpose statement or objective (what is the overall purpose for the access) 

· Please state why this can not be accomplished using infoAdvantage or Business Objects
Requests for creation of New Data Warehouse Views:
· Identify your view audience 

· Identify if detail or summary level information is needed

· List all tables you need information from

· Include all fields needed in the view

· Provide any selection criteria to be applied to the view (i.e., specific department, fund)

Your Help Desk Case will be assigned to the appropriate infoAdvantage resource who will contact you as needed to resolve your case. 
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