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My Charts – Report/Dashboard/Data Extract/Decommission request template

	Request Type* (Please select all that apply)
	☐ Request a new report/dashboard 
☐ Request a data extract 
☐ Request to change an existing report/dashboard /data extract 
☐ Raise a bug on an existing dashboard/Report/ data extract 
☐ Request to decommission an existing dashboard/Report/ data extract


	Name of Requestor(s) *

	

	Contact Email

	

	Telephone Number

	

	Date of Request

	

	Is the change Urgent
(Yes/No)? *

	Yes 
No

	If yes, please provide reason
for urgency (if applicable)

	                                                                      

	Details of the change/fix*
	

	Reason for the change/fix
requested

	

	Do you have the data
sharing agreement for the
requested change?

	




Notes: 

Is the change Urgent (Yes/No)? * DECISION TO BE MADE, WHAT IS URGENT? AND NARRATIVE ADDED

Details of the change/fix * (Please provide the following details so that we can carry out the impact assessment 

1) Description of the change must be detailed enough to convey what you are proposing to change. Please attach other relevant documents, if applicable. 

2) If it’s a new Dashboard/Report, the following information are mandatory: 
a. 	Data Items to be shown in the report/dashboard 
b. Data filters requirements 
c. Frequency at which the report needs to be published 
d. Data refresh frequency 
e. Who are the recipients of the reports? 
f. Any access restrictions? 
g. Preferred mode of access i.e. via My Charts or Website or both 

3) If it’s a data extract request, the following information are mandatory: 
a. concise description of the requested data 
b. Period of the data snapshot 
c. Who are the recipients of the reports? 
d. Is it a one-off data extract? If not, how long it is required for? 
e. Preferred mode of access 

4) If it’s a bug or enhancement request for an existing report or dashboard, the following   information are mandatory: 
a. Name of the existing report or dashboard 
b. Screen shot of the error message for all bugs (applicable for bugs only) 
c. Detailed description of the steps to recreate the bug (applicable for bugs only) 
d. Period/timelines details where the issue was observed (applicable for bugs only)
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