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1.   Summary Problem. 

 

 
 

Information System (IS) Request 
(ie: Report, Extract, New/Modify Programs etc) 

 
 
 
 
 
 
 

2.   What is your required completion date? 
 

3.   Justification for request (Why do you need this?): 
 
 
 
 
 

4.   Detail about data. 
a.   Banner Request 

i.   Form(s) used to see data in Banner or any other information that will help 
complete the request.  Provide screen shots of steps and any additional 
information that will assist in development. 

 
 
 
 

ii.   If it is an error in banner please provide steps to reproduce error(s) and 
provide screen shots of steps and any additional information that will assist in 
resolving error. 

 
 
 
 
 

b.   All other Non–Banner request. 
i.   Detailed information about the data you are requesting. 

 
 
 
 
 

5.   Identify any dependencies. (example: Grade roll must be completed before data is extracted) 
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Plain Text Form Name Field Name 
TERM STVTERM STVTERM_CODE 

   
   
   
   
   
   
   
   
   
   
   
   
   
 

6.   What is the impact of not receiving completed request by required completion date? 
 
 
 
 
 
Note:  Reports and extracts will be provided to the user(s) through Discoverer, Job Submission 
(Daily, Weekly, Monthly, Quarterly, and Annual, on Request or by user), ePrint or other 
appropriate methods. 

 
Detail Description (In Banner use: “Help | Dynamic Help Query” to obtain table(s) and field 
name(s)). 

 
Example: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Criteria: (example:  Term code: 200910):   

 
Output: (example:  Term, Last name, First Name, MI, DOB) 

 
 
 
Sort order: 

 
Name of Person & Department requesting: 

 
I concur /non-concur with the above Extract information: 

 
 
Department Supervisor/Manager Signature Date 
 

 
  I agree that the criteria have been met as specified above and the request is complete. 
 
 
Technology Services & Support IS Signature Date 
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