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Topics Include:• Need for Data Request Form

• Request Process

• Overview of form-

–Best Practices and Lessons 
Learned

• Online form applications

–Qualtrics

–Sharepoint in MS Office



Why do I need a data request 
form?

Great demand is placed on the IR 
office:

People call, email, come by asking for analysis.

Trouble keeping track of all the request.

People don’t fully explain all they need.

You have mounds of emails about a request and 
you still don’t know what they want.



What you get with the old 
system: Redundant work

Inconsistent reporting 

Dubious processes



The Requesting Process
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Challenges

http://www.dcccd.edu/emp/departments/ir/pages/default.aspx


Option 1- Qualtrics Survey 
Software

http://dcccdoir.us.qualtrics.com/se/?sid=sv_77yz6trexorwavb
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Let’s take a look at the form 
online:

Request Form

http://dcccdoir.us.qualtrics.com/SE/?SID=SV_77YZ6tRExORwavb


Option 2- Microsoft InfoPath
Not tied to “extra” vendor

Most people have MS office suite 

Form is designed with help of IT for publishing 
online.

Microsoft Office InfoPath is a software application for designing, 
distributing, filling and submitting electronic forms containing structured data

Layout changes more robust 

Coming in Fall 2014 (It’s here!)



New Form

• http://forms.dcccd.edu/DOIR/AnalysisRequest/

http://forms.dcccd.edu/DOIR/AnalysisRequest/
http://forms.dcccd.edu/DOIR/AnalysisRequest/


• http://admin.forms.dcccd.edu/DOI
R/AnalysisRequest/Lists/AnalysisR
equestFormData/AllItems.aspx

http://admin.forms.dcccd.edu/DOIR/AnalysisRequest/Lists/AnalysisRequestFormData/AllItems.aspx
http://admin.forms.dcccd.edu/DOIR/AnalysisRequest/Lists/AnalysisRequestFormData/AllItems.aspx
http://admin.forms.dcccd.edu/DOIR/AnalysisRequest/Lists/AnalysisRequestFormData/AllItems.aspx
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Questions?

Comments?
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