


General Information
	
	

	Report Title
	

	Tracking Number
	

	Reporting Platform
	

	Description
	

	Page Orientation
	

	Paper Size
	

	Data Source
	

	Sorted fields
	

	General Rules
	

	General Conditional Formatting (e.g. Stop Light, Green Bar)
	

	Disclaimers
	

	Is this report replacing another report? 
		Report Name
	Owner
	Tracking #

	
	
	




	Business Owner/ Requestor
	

	Report Invocation Details
	

	Home Folder
	

	Existing End Users / Distribution Lists
	

	New End Users /Distribution Lists
	



SSRS Settings
	
	

	Use Document Map (Provide Details)
	

	Supported Export Types
	|_| CSV (used for raw data dumps for Excel)
|_| Excel
|_| PDF
|_| Word



Subscription Details
(Copy table for each subscription instance.)
	
	

	Name
	

	Recurrence (e.g. Daily, Weekly, 1st of each Month)
	

	What time to send out?
	

	Recipients To
	

	Recipients CC
	

	Recipients BBC
	

	Delivery Type (e.g. HTML, Excel, PDF)
	

	Parameter Values
		Parameter Name
	Value or formula

	
	

	
	




	Uses Database to populate Parameters (provide details
	



Parameters
(Copy table for each parameter.)
	
	
	
	

	Name
	The name of the parameter has defined in the query
	Stored Procedure for Drop Down 
	Description of what the stored procedure should return.

	Prompt (label)
	
	Related Parameter
	Does this parameter affect another parameter?

	Related Field
	What database field does this parameter tie too?
	Optional?
	Is this an optional parameter, or does the user have to fill it out?

	Initial Value
	
	Validate?
	Are there validation rules that need to be included for the parameter?

	Internal Parameter?
	Should this parameter be hidden and only used within the report?
	Validation Error Message
	What validation text should be displayed to the user?



Summarized Fields
	Label
	Formula
	Location
	Notes

	
	
	Row/ Column/ Summary
	



Report Body
[bookmark: _GoBack](Copy table for each Tablix.)
	Label/<Field>
	Output Format/ Formula
	(G) Group By /
(D) Drill Through / (B) Bookmark / 
(H) Hyperlink
	Sort Order
	Is Sortable?
	Notes

	
	
	
	
	
	


1. Group By: This detail data will be grouped by this field. Represented by (G)
2. Drill Through: When the user clicks on this data element, they will be taken to another report. Represented by (D)
3. Bookmark: When the user clicks on this data element, they will be taken to another data element in the same report. Represented by (B)
4. Hyperlink: When the user clicks on this data element, they will be taken to a URL address. Represented by (H)
Charts
(Copy table for each chart.)
	
	

	Chart Title
	

	Chart Type(s)  
(Include axis reference)
	

	Include Legend
	

	Legend Location
	

	X Axis
		Title
	Data Element
	Data Element Labels

	
	
	




	Left Y Axis
		Title
	Data Element
	Data Element Labels

	
	
	




	Right Y Axis
		Title
	Data Element
	Data Element Labels

	
	
	




	Series
	

	General Rules
	

	Sample
	



Report Sample
Insert sample here.
Future Release Requests
List features that are not in this document that will be considered in the future.
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