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FASIS QUERY/REPORT REQUEST FORM
To submit, please complete this form, rename and save it, attach it to a new e-mail and send to:
fasisquery@northwestern.edu
	Please Note: A cost will be associated with each query request that is submitted and will vary depending on the complexity.  Costs range from $25 - $100 per query and will be communicated to you by the appropriate FASIS Business Analyst once the requirements are finalized and before development begins.  Depending on complexity and staff availability, queries may take 2-8 weeks to process.  Note that any FASIS Administration user with Query Manager access (and completed HRS104 Query Development training) may create and run their own queries in the FASIS Reporting database.


	Date Submitted:
	         
	NUFinancials Chartstring (must provide):

Fund

Financial Department
Project

Account

     
     
     
     


	Requested By:
	     
	Phone Number:
	     


	Department:
	     

	Email Address:
	     


	Date Needed:


	     
(Please indicate the latest date you must receive your output - no sooner than three business days. Indicate the date in the following format: MM/DD/YY)
	Delivery Method:  

	 

(How you would like to receive this request)


	TYPE OF REQUEST:  Select One

	



	BUSINESS PURPOSE:  Please describe the business purpose of this request and how the data or report will be used. Please be specific – this will help ensure the right data is provided in the data set

	     


	ADDITIONAL RECIPIENTS:  If report should be sent to others in addition to the person listed above, please provide their Internet e-mail addresses. 
(For example, john.doe@northwestern.edu)

	     


	QUERY NAME:  If requesting a change to an existing query, please provide the name and location (REPT / PROD and folder name, if applicable) below and attach a sample in the File Attachment section located at the end of the form or in the email submission of this form

	     

	


	DATE RANGE:  Period of time to be used in report / query results

	From        To                                    

OR                              

 Current


	DEPARTMENT:  Population(s) to be selected in report / query results. Provide the Department Name(s) and ID(s), if applicable. A full list can be found in the “Codes and Resources” section of the FASIS website at: http://www.northwestern.edu/hr/fasis/

	     


	REQUEST CATEGORY:  Please check the box(es) that describe the report content or type of report / query request: 

	 Benefits 
	 Learning & OD
	 Recruiting

	 Cognos
	 Leave Management
	 Salary Planning

	 Compensation
	 Payroll
	 Staffing Consulting

	 EEO
	 Performance Management
	 Terminations / Transfers Out

	 Headcount / FTE
	 Position Management
	 ETES / Kronos / Timekeeping

	 Hires / Transfers In
	 Promotions / Demotions
	 Work / Life

	
	
	 Other      

	
	
	


Please provide specific report criteria parameters in the Selection Criteria and Additional Criteria sections below.
	SELECTION CRITERIA:  Indicate which status and type of employees you wish to include in the report / query results; check all boxes that apply.

	Employee Status
	Employee Type / Pay Group

	 A = Active
	 R = Retired
	 Full-Time (37.5 + hrs/wk)
	 Biweekly Regular Staff

	 L = Unpaid Leave
	 Q = Retirement with Pay
	 Part-Time (18.75 to 37.4 hrs/wk) 
	 Monthly Regular Staff

	 P = Paid Leave
	 T = Termed
	 Less than Part-Time (<18.75 hrs/wk) 
	 Monthly Faculty

	 U = Termed with Pay
	 D = Deceased
	
	 Graduate Student

	
	
	 Exempt
	 Temporary Employees



	Campus
	 Non-Exempt
	 Non-Exempt

	 Evanston
	 Chicago
	
	 NMG Appointments



	 Qatar
	      Other  
	 International Employees (Qatar)
	

	
	
	
	 Benefits-Eligible

	
	
	
	

	
	
	
	


	ADDITIONAL CRITERIA:  Indicate additional criteria not listed above, such as fields containing codes (e.g. Actions and Reasons, Benefits Programs, Chartstrings, Dorms, Funding Source, Job Codes, Locations, Position Categories, Tenure, Unions, Visa Types, etc)  

	     


	DATA ELEMENTS:  Check all the fields you would like included on your report / query.
	

	 HR Employee ID #
	 Location Code
	 Pay Group
	 Hire Date
	 Funding Chartstring

	 Employee Name
	 Job Code
	 Compensation Rate
	 Termination Date
	      Fund      

	 Employee Record
	 Job Title
	      Hourly Rate
	 Appointment End Date
	      FN Dept      

	 Employee Status
	 Position Number
	      Monthly Rate
	 Position End Date
	      Project       

	 Reports To
	 Position Type
	 Annual Rate
	 Action / Reason Description
	      Activity ID      

	 Department ID
	 FLSA Status
	 Annual Benefits Base Rate (ABBR)
	 Email Address
	      Account      

	 Department Name
	 Standard Hours
	 Benefits Program
	 Effective Date
	 Funding Start Date

	
	 FTE
	
	
	 Funding Stop Date


	ADDITIONAL DATA ELEMENTS YOU WANT INCLUDED:   List any fields, in addition to the above, that you would like included on your report / query.

	     


	ORDER:  Indicate how you would like your report / query organized across the page and sorted down the page. Specify if you want any fields / columns sorted in descending order.  (Example: List emplid, name, job code, job entry date across. Sort by job code in ascending order and job entry date in descending order.)

	     


	FILE ATTACHMENT:  Attach sample formats or any files applicable to your request to the email when you submit your request


***Instructions for Submitting Your Request:***

To submit, save and rename this completed form, attach it (and any sample formats or files applicable to your request) to a new e-mail and send it to fasisquery@northwestern.edu.
To be Completed by FASIS Business Analyst
	

	Query Name:      
Query Location:      
Cost to be billed to Chartstring:      
Provide comments on approach, clarifications and special considerations
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