
Spirit Report Development Packet


Send completed forms to:

Information Services

McDermott Hall

Jersey City Campus

(201)915-9058

email: helpdesk@spc.edu

Requesting Office: ______________
Date of Request:  ___________________                             

Requested by:  _________________
Telephone Number: _________________

Application: ________

(ST, HR, CF, CORE)

IS Appointment Date ___________ 
IS Staff member _____________________

Appointment must be made to review and/or develop report specifications and an agreement must be made as to priorities, workload, and timeframe. 

Report Business Purpose

Describe briefly the business/operational reason for this report. 

Frequency 

Daily ____    Weekly ____    Monthly ____    Ad Hoc ____

Per Term ____     Specific terms __________________________________________

Other ________________________________________________________________

Delivery Method 
Envision Report ____    Crystal Report ____    Unidata Query ____    SQL View ____

Excel File ____    Access Database ____    ASCII Text(comma delimited file) ____

Report Source Data

Files ____________________________
Fields _____________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

         ____________________________
__________________________________

or describe the data fields

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

         __________________________________________________________________

Report layout

Indicate formatting options and attach layout specification or choose a default format.

Portrait (80 col) ____    Landscape (132 col) ____   

Sort Order (Spirit ID is default) _______________

Report Groups ____ 

Report Breaks ____ 

Subtotals ____    Grand Total ____

Default layouts

Label format (80 col, 2”x 4”) _____

Galley format (80 or132 col, 1 - 4 rows) ____

Select sort order (Spirit ID, alpha, or SSN) _________

Additional Information
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