Process for Development of a New Crystal Report 

The process for development of a Crystal Report by the Institutional Research Crystal Report Team was designed to include input from the user throughout the entire process.  In order to start the process, a user must submit a Crystal New Report Request form that is located on our home page www.gsu.edu/~wwwcer  and by clicking on the “Reports” button near the top of the home page or by holding the CTRL key down and clicking on the following link: (http://www2.gsu.edu/~wwwcer/New%20Crystal%20Report%20Request%20Form.doc)
Open the form in Microsoft Word and complete the form, then either email it to ceadmin@gsu.edu or fax it to us at 404-413-9614.  Once we receive the form, the ceadmin team will analyze the request and if we have any questions, we will contact you to either set up a meeting or request answers via an email.  We do this by meeting or email so we will have a record of what you have requested for the report file.  After we analyze your request, we will assign the report to a report to one of our developers as soon as one becomes available.  We attempt to get the first DRAFT of the report to the user within a two week period of assigning the report.  Sometimes it may take longer due to the complexity of the report or the work load of the developers.

Once the draft is ready, we will place the report in the Quality Assurance Testing folder in the user’s main folder in BusinessObjects Enterprise (also known as Crystal Enterprise) for testing and review.  The report at this point is not complete and should not be used for official university type business.  We notify the user via email when the report is ready for review and provide a two week period for the user to test and verify the data on the report.  If the report is not reviewed in that two week period, it is moved out of the QAT folder into CEAdmin’s Administrative folder where the report can be seen but not run.  The user must contact us to reinstate the report into the QAT folder.  It is important that the user review the report within the two week period because of the limited number of developers available to create and modify reports.
If the user, while reviewing the report, finds errors, or decides to change some aspect of the report, the user sends and email to ceadmin@gsu.edu (no phone calls please) and in the email explains the problems found or changes needed.  The CEAdmin team will review the email and if no questions arise, will create a “Problem Form” to give to the developer for action.  Once the developer makes the changes to the report, we will remove the first draft from the QAT folder and replace it with the revised report then email the user a new review date. These steps repeat until the user sends us a “Crystal Report Acceptance” form found on our main page at www.gsu.edu/~wwwcer or by holding the CTRL key down and clicking on the following link:

 http://www2.gsu.edu/~wwwcer/Crystal%20Report%20Acceptance%20Form.doc
Once we receive the Crystal Report Acceptance form, we will move the report into the user’s “Completed” folder in Business Objects Enterprise where the report can be run and used for university business.  Once a report has been moved into the completed folder, it cannot be changed until a “Crystal Modify Report Request” form is received by ceadmin@gsu.edu from the user.  This form reinitiates the process from the beginning point.
While we realize that phone calls are sometimes more preferable, we respectfully request that all communications regarding reports be in writing as phone calls don’t leave us a record of what was discussed and decided. Additionally, if for some reason the person the user spoke to is out of the office or has left the university, we have no way of knowing what was discussed.  We place a copy of all communications into a folder for each report we develop so that it can be reviewed by us or the developer as needed. Please do not send emails to individual persons in CEAdmin, instead please send emails to ceadmin@gsu.edu.
We want the user’s input as the report is developed and tested so the report will be as useful and accurate as possible and for this reason the process described should be followed.

General Policies regarding reports:

We will do our best to create a report that is useful, accurate, and as timeless as possible.

  
We will include the user in the entire process of creating the report.

  
We can only display a student’s GSU email address on a report.

We will follow the university’s guidelines regarding the display of FERPA student information on reports.
We cannot change a report in the Completed folder without a Crystal Modify Report request form completed by either the person who requested the report to be developed or a person designated the original owner.
We cannot change the data in a table; we only display what is found in tables. If the data in a table is incorrect, the user must contact the appropriate individual to make the correction.
We are not responsible for updating or modification of reports you copy into your favorites folders.
We cannot display a student’s SSN on a report without proper authorization.

