Report Request Form 
Please use this form to request any new reports or queries from MyCampus. If possible, please attach a mock-up of the report you require.
All submissions will be reviewed by the relevant MyCampus Specialist User Group and, where appropriate, scheduled for action. 
The ‘New Developments and Future Functionality’ page of our website provides information on development activity, including production of reports. 

	Submission date:
	

	Name & email:
	
	

	User role:
	

	College / School /Institute / Service:
	

	MyCampus module or functional area:


	Admissions
	

	
	Advising
	

	
	Disability
	

	
	Financial Aid
	

	
	Research
	

	
	Student Finance
	

	
	Student Records
	

	
	Other (state)
	

	Reason for request:
	Internal operational/management
	

	
	External – statutory
	

	
	External – contractual
	

	
	External – general 
	

	
	Other (state)
	

	Details of report requirements 

For example: data items, columns, sort order, population (e.g. Undergraduates only, Home/EU students only).
	

	Report parameters: 

When running reports users can be prompted for some additional criteria to be applied to the report, making the report more flexible.  Examples might include: Academic Career, Academic Year, Plan.
	

	Who will require access to run this report?
	

	By when is the report required? 
	

	Priority
:
	Essential     
	High    
	Low     


For SLSD use only:
	Date received:
	

	Development Log reference:
	

	Reviewed by:
	

	Status: 
	Duplicate suggestion

	
	Already in development plan

	
	Referred to Specialist User Group (name):


For Specialist User Group Use Only
	Date of meeting:
	

	Recommendation:
	

	Priority:
	

	Business Case required?
	Yes             No   
	Prepared by:
	

	Board approval?
	Yes             No   


For SLSD use only:
	Date approved change received:
	

	Reviewed by:
	

	Technical assessment:
	

	Business assessment:
	

	Action:
	

	Planned Implementation date:
	

	Developers assigned:
	

	Development log reference:
	


Once completed please email this form to slsd@glasgow.ac.uk.
� � Essential = University cannot operate effectively without this report. 


High = Strong justification for change; alternatives or workaround solutions are not ideal.


Low = Report would be advantageous but not essential; alternatives are manageable.
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