Royal Albert Hall
Report Request Form

	Report Name:
	

	Report Folder:
	

	Requester:
	

	Phone:
	

	Email:
	

	Date:
	

	Urgency (on a scale of 1-5, 5 being the most urgent):   
	

	Is this a request for a brand new report?   FORMCHECKBOX 


	


1) Overview

Explain why you need this report.

How will this report be used?

2) Report Description

This will appear as the description of the report in the Reports Module.  See the example below for a good report description: [image: image2.png]Select Report/Utility

' Potential Duplicates Report ©
& Program Book Maintenance ©
# Purge Credit Card Account Data

15} Scheduled Merge Report @

oK

Description:

Cancel

Report Help

Shows records that are scheduled to be merged. Can filter by theater ownership.
merge type. date range. or merge requester. Can also opt to only see records that
will be merged tonight (on the standard schedule) or all merges scheduled.




Enter the description of the new report:

3) Report Parameters
Parameters limit the type information on the report. See the example below for a complete list of parameters.

[image: image1.png]Enter parameters to run Sales-Time Analysis

Start Date (Required) Pomiz008 ||
End Date (Required) 3012008 ||
Season(s) (Required) [l |
Production Season(s) (Optional) [
Performance(s) (Optional) [
Mode(s) of Sale (Optional) [
Group By (Required) Jloor |
Show MOS Breakdown (Required) J\o |




Enter the parameters for the new report:

	
	Parameter
	Required
	Dropdown
	Multi-Select

	1)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10)
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Additional parameters: 

4) Output Fields

What information do you need the report to give you? In what order do you want to see that information? See the example below for a list of output fields.

	
	Field Name
	Description

	1)
	Customer #
	

	2)
	First Name
	

	3)
	Last Name
	

	4)
	Sort Name
	Last  / First

	5)
	Date of Pledge
	

	6)
	Contribution Amount
	Total amount of pledge

	7)
	Received Amount
	Total amount received to date

	8)
	Amount Due
	Outstanding pledge amount 


Please list the fields that you would like to see when you save the report as an Excel file.

	
	Field Name
	Description

	1)
	     
	     

	2)
	     
	     

	3)
	     
	     

	4)
	     
	     

	5)
	     
	     

	6)
	     
	     

	7)
	     
	     

	8)
	     
	     

	9)
	     
	     

	10)
	     
	     

	11)
	     
	     

	12)
	     
	     

	13)
	     
	     

	14)
	     
	     

	15)
	     
	     


Additional fields: 
5) Will you be working with the report output in Excel?  FORMCHECKBOX 

6) If including specific customer, contribution, or order information do you want to able to navigate from the report to the customer record, contribution, or ticket order?  FORMCHECKBOX 

7) List the User Groups who will use this report:

 FORMCHECKBOX 
 Admin
 FORMCHECKBOX 
 Basic

 FORMCHECKBOX 
 Box Office

 FORMCHECKBOX 
 Box Office Admin

 FORMCHECKBOX 
 Development

 FORMCHECKBOX 
 Development Admin

 FORMCHECKBOX 
 Education

 FORMCHECKBOX 
 Executive

 FORMCHECKBOX 
 Intern

 FORMCHECKBOX 
 Marketing

 FORMCHECKBOX 
 Special Events

8) Sample Report
A picture is worth a thousand words. Creating a sample report of how you want the report to look will give a better idea of what information you’re hoping to get and the format that you need. Sample reports can be created in Microsoft Excel, Paint, Publisher, etc.
Did you remember to create and attach a sample report to the request?    FORMCHECKBOX 

(Please note that this report request will not be processed until the sample report has been submitted.)
