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Each MIS Component is truly a system within a system.  The reporting system encompasses all processes involved in the output of information for the organization.  The following describes reporting by answering the “who, what, where, when, and why”.
	Staff
	· Identify all staff who have a role in reporting
· Managers -  are able to generate “built-in system” reports, determine what reports are necessary, determine effectiveness of reporting
· Line staff – assist in report generation, trouble shooting

· IS staff - coordinate report development internally and with vendor technical support, generate more complex reporting/ad hoc reports required by management, trouble shoot report generation problems

	Supervision
	· Include report generation in staff performance evaluation

· Review monitoring reports on a scheduled/periodic basis

	Training
	· Train staff on report generation and report analysis; ensure that all managers have the necessary skills to generate their own reports; develop staff capacity for ad hoc reports
· Coordinate report development with vendors/consultants as necessary to meet organizational reporting needs

· Ensure that all involved staff are aware of available reports and/or reporting limitations
· Consider vendor provided webinars or regional users groups

· Consider developing web based training using Adobe Captivate

	Requirements
	· Determine all federal, state, local, and organizational reporting needs for proper submission timelines, format and distribution
· Federal:  PIR, PRISM, Fiscal-related
· State:  Blue Card, 801a, state-preschool, licensing, etc.

· Organizational:  budget/grant related, inkind

· Programmatic:  all content area ongoing monitoring, 

	Monitoring
	· Evaluate the effectiveness the reporting system

· Do managers/staff have the necessary information to make sound decisions and satisfy reporting requirements?

	Procedures
	· Develop detailed, step-by-step procedures, with screen shots
· Include corrective action steps for data errors and staff performance in monitoring procedures

	Timelines
	· Develop and post easy-to-use reporting schedules that include report names, staff distribution, frequency, purpose

	Method
	· Determine how you will report your data:  printed reports, onscreen tracking, combination, distribution, formats
· Ensure your system has security and confidentiality controls – who can run reports; if reports are distributed by e-mail how will you control confidentiality?
· Determine the reporting features of your system – sorting, filtering, customized queries, ad hoc, exporting to excel/other formats, “drill down” reporting, diagnostic reporting

	Planning
	· Each content area manager/coordinator should outline all their reporting needs and define how and when they get their information 
· Directors and managers should review and assess the usefulness of all available reports their systems can generate

· Conduct a gap analysis for reporting needs not met, and determine what adhoc reports can be created and what customized reports can be created by the vendor to satisfy reporting needs
· Assign each content area/manager and their staff to generate all reports for their content area/module; evaluate the usefulness of the reports
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