




Contents
Report Information	3
Parameters	4
Chart Details	5
Table Details	6
Export	7
Security	7
Report Customization	8

[bookmark: _Toc433274176]

Report Information
	Ticket Number
	

	Requestor
	

	Requestor’s Email address
	

	Requestor’s Telephone #
	

	Report Title
	

	Description
	

	Intended Usage
	

	Prompts
	Yes / No

	Chart
	Yes / No

	Table
	Yes / No

	Page Orientation
	

	Paper Size
	

	Replacing a Report 
	

	primary data exist within ConfigMGr console
	Example being:
· Resource Explorer
· Collections
· Device properties


	AVailable Mock-up of the repORt
	Yes / No

	Location of Mock-up
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Parameters
Create one table per prompt.
	
	Value
	further details/comments

	Name
	
	

	Subtitle with Prompt details
	Yes / No
(Default is Yes)
	

	Prompt text
	Example: Select a Collection
	

	Optional Prompt
	Yes / No
	

	Default Value
	
	

	Prompt type
	Text box/ Drop down/Multi- Select
	

	Cascade prompt
	Yes / No
	List Cascade Prompt
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Chart Details
Create one table per chart.
	
	Value
	Further Details/comments

	Chart Name
	Default: Chart<ID>
	

	Chart Title
	Default: None
	

	Type of Chart
	Pie, Bar, Line, etc.
	

	Include Legend
	Yes / No
(Default is No)
	

	include labels
	Yes / No
	

	Custom Fill Colors 
	Yes / No
(Default is No)
	Default list is used if no colors are provided. Please provide RGB color numbers. 

	Drillthrough on Chart Items
	Yes / No
(Default is No)
	

	Table will provide more details of Chart
	Yes / No
(Default is Yes)
	If Yes, table details to be provided in next section.
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Table Details
Duplicate this section for each table.
	
	Value
	Further Details/comments

	Table Name
	Default: Table<ID>
	

	Table Title
	Yes / No
(Default is No)
	

	Number of columns
	
	

	Interactive sorting
	Yes (All) / Some / No
(Default is Yes)
	If some, specify which columns to enable interactive sorting.

	Alternating row colors
	
Default: White/Silver
	

	Match Chart colors (If applicable)
	Yes / No
(Default is Yes)
	If no, detail colors to be used.

	Drillthrough
	
	On Count and List reports, the default is Yes, for Computer detail reports the default is No. 

	
	
	



Table Layout
Starting on the left side, fill in the column as required.
	
	
	
	
	
	
	
	
	

	Column #
	#1
	#2
	#3
	#4
	#5
	#6
	#7
	#8

	Column Title
	
	
	
	
	
	
	
	

	Column Data
	
	
	
	
	
	
	
	

	Column Action (Link)
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Export

	
	Value
	Further Details/comments

	Exportable
	Yes / No
(Default is Yes)
	

	Select export formats
	· XML
· CVS
· TIFF
· PDF
· Web Archive
· Excel
· Word
	Default: TIFF & PDF
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	Value
	Further Details/comments

	Required Role Based Administration (RBA)
	Yes / No
	

	restrict access to an AD Group
	Yes / No
	List of AD Groups to be allowed access

	access required to ConfigMGr Collection
	Default is Nothing
	

	configure Subscription
	Yes / No
(Default is No)
	

	Subsciption type
	Email or File share; 
(Default is Email)
	

	Subscription run schedule
	
Default is Nothing
	

	Subscribers/Location
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Report Customization

	
	Value
	Further Details/comments

	Include Subreports
	Yes / No
(Default is No)
	

	Images
	Yes / No
(Default is No)
	

	
	
	

	Below this line -  all customizations require justification

	customiztion Required from the default template RepORT
	Yes / No
(Default is No)
	Examples:
· Different logo 
· Different URL
· Header or footer
· Colors


	Justification
	Example: For external contacts, different branding, etc.
	

	detail each customization Required
	
	If logos need to be changed, provide new image.





