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The Steering Committee of the Twin Cities Collaboration (TCC) adopts the following strategy for report writing and data access within the TCC institutions for work during the project implementation.
Overall Objectives

· Create a strategy that will manage the reporting environment in the TCC Banner project, and may be the basis for individual institutional use
· Push down reporting and data access as far as possible within the organization, with the goal of increasing end user responsible usage
· Create a training plan and program that provides for a wide number of users at each institution to be trained in the use of the reporting tool and supporting processes prior to the “go-live” date of each module/track in the project timeline.
· Create a TCC reporting team that will function during the SunGard project to accomplish these objectives
· Address data custodian issues
· Allow for possible TCC reporting collaboration after the SunGard project
Roles and Responsibilities

· The CIOs are responsible for the data access and report writing strategies employed by the TCC institutions.  The CIOs will facilitate the creation of an inter-institutional reporting team.  Issues include team membership, mission, team leadership, time commitment, and outside supervision.  The CIOs will facilitate the creation of the Data Custodian role within each institution
·  The Reporting Team will carry out the Reporting Strategy
· The Data Custodian role will carry out the Data Custodian Strategy
The duties of this TCC reporting team will include
· IN DEPTH KNOWLEDGE OF AVAILABLE TOOLS and REPORTS. 
· Understand reporting and data access resources, options, and capabilities 
· Create a definition of a report to provide scope and team boundaries Definition must cover report media:  report, forms, letters, electronic files etc. 
· Definition must cover report distribution methods: E-mail, mail, distribution, electronic delivery (Luminis), electronic notification etc.

· Identify all resources: SunGard reports; PopSel; SunGard Self-Serve; SunGard data instances; Argos data blocks from their Web site. Argos reporting tools; Argos OLAP tool; Argos Dashboard tools; Drill down capabilities; ODS; Forms (FormFusion/Intellecheck); MS Access; SQL; other
· Determine a hierarchy for tool usage along with a brief summary of each tool’s strengths/weaknesses   

· IN DEPTH UNDERSTANDING OF WHAT DATA IS NEEDED BY END USERS. 

· Assemble data access requirements from each individual institution (via Work Breakdown Structure - WBS; interviews; other)

· Validate, consolidate, and prioritize the requirements from all four schools into one list and identify “one-off” reporting needs
· Verify that as departments “go live” with SunGard, they have access to the data they need
· DO THE DEVELOPMENT OF NEEDED reports, dashboards, and other data access vehicles AS NECESSARY.

· Fully utilize (1) existing resources (SunGard reports, Argos reports, Argos datablocks) before developing new ones and (2) the appropriate access method (e.g. Dashboard drill-downs, self-service, Luminis, etc.)
· Whenever possible, report against the ODS to help optimize live-system performance 
· MANAGE THE REPORTING AND DATA ACCESS ENVIRONMENT(s) 
· Create report naming, tree, and storage conventions
· Create inter/intra-school report sharing mechanisms
· Create data warehouse strategy (for longitudinal reporting needs)
· Create change management mechanism (to document, track, and validate report changes – especially for high level institutional reports)
· Create documentation standards for (key) reports, including data sources, report uses, intended audience, report validations, report creator, and report changes
· Set quality standards
· Control who is able to create data blocks

· Create a central sign-off process for data blocks
· Set distribution strategies

· Report entities (accessibility by whoever needs them)

· Report output (accessibility by whoever needs them)
· Determine the boundaries of end-user usage of the tools
· e.g., maximum # of joins allowed; “instances” to be accessed; ODS vs Prod (or other); I.S. verification/validations for the accuracy of critical reports that will be viewed by higher levels of the organization; when to have an I.S. professional create a report (involving complex joins, multiple data sources, detailed logic, etc.)
· Report against live database only when necessary and only with the approval of central IT
·  Plan & EXECUTE AN END-USER TRAINING PLAN
· Give users skill and confidence in their reporting efforts through appropriate training
· Prepare a training plan for each category of user
· For report and data-block creators
· For administrators
· For other report consumers
· Other?

· Prepare a plan to certify individuals prior to their use of a reporting or data-access tool
· Facilitate the goal to push reporting as far down into the organization as is possible or practical. For example, expect that each department has a trained report writer and that I.T. is used to create reports only when reports of pre-determined complexity or visibility are needed
· Identify methods to cascade report writer training to appropriate levels within the TCC institutions
The duties of the institutional Data Custodian (individual or committee) include
· Solve data source ownership issues

· Determine authoritative records when multiple instances exist of the same data

· Solve data confidentiality issues

· Manage security

· Set data access rules/policy

· Monitor data access rules to guarantee appropriate, maximal access to data
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