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Report Request Form

In order for FSI, Inc to create a customized report for your organization, please fill in all of the sections below and attach to your online request form. You may want to save a copy of the form to your computer.

Organization Name:

Facility Name:

Contact Name:

Contact Phone:

Instructions: 

· Answers can be provided next to or below each question.

· The visual report example is the last section of this form. It may be helpful to complete that first and then fill in the previous sections.

General Questions:

1. Is this a modification of an existing report (Yes/No)? 

a. If Yes, list the name of the report as it appears in CMS and the report ID.  

b. If No, please provide a new report name.

2. What is the CMS Module (i.e. Work Orders, Assets, eBinder, Rounding, etc.)? 

3. In what manner will the report predominantly be consumed? (i.e, viewed within CMS, printed to PDF, exported to Excel, etc.) 

Report Data Displayed: 

· Please make sure all fields listed in this section are named the same as the fields listed in the report example provided. 

1. List all field names included on the report that can be found directly through CMS. (i.e. asset number, WO number, type codes, etc.)

2. List all fields on the report that are calculated or based on formulas, and the respective formulas/calculations required.  
*Note: Aggregates for formulas include sum, count, average 
*Example 1: PM % complete = Count of all PMs with status CMPLT/CLOSE/CANCL divided by Count of all PMs
*Example 2: Total Time Charges = Sum of Time Charge Costs
*Example 3: Average Labor Cost = Average Time Charge Cost for all Work Orders with a status of CMPLT
 
3. List all fields that require special formatting. (i.e. Date Needed = MM/DD/YY, ResourceName = LastName, FirstName, etc.)   

4. If modifying an existing report, detail any changes to the display or data that needs to be made that are not included on the original report. (i.e. do not include account, add a sub total for time charges, etc.) 
	


Report Data-Selection Criteria: 

1. Please list all requirements for pulling the report data using the exact field names found in CMS

*Example: Saying “WOs in a date range” is not specific enough – we need to know which date field should be used to restrict your data.
*Example 1: WOs with type code PM & PE Only
*Example 2: WO Date Originated in a prompted date range

New Report Layout Example: 

1. Provide a complete visual example of the desired report using real data. Use as many sheets as necessary to complete.  (This can be done using Excel, Word, screenshot or hand drawing)
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