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The North Carolina Department of Public Safety's Human Resources office is responsible for the support/implementation for meeting department-wide reporting and metrics.  We are able to run any high level department-wide BEACON/NEOGOV reports needed to assist teams with strategic planning. 
AD HOC REPORT INSTRUCTIONS
1.ALL AREAS WHICH CONTAIN AN ASTERICK are required fields.  This area needs to be filled out in full in order to facilitate the completion of the request.
2.REPORT DESCRIPTION.  Tell us what you need.  If you know exactly what type of report or name, list it here.
3.Provide us with a brief overview of what you would like the initial take away to be from this reporting request.
4.Indicate Priority Level: Critical (legal/business/executive management) Must (significant impact) Internal Use (Metrics/Trends/Analysis) Nice to have (possibly referenced from time to time).
5.Please include any additional comments of special instructions in the “Intended Purpose” field.  This is your opportunity to make any special requests such as labels, fields, or features for analysis purposes.
6.Once complete, click Submit by Email to forward to SVC_DPS.HR_Reports@ncdps.gov .
Information to consider before completing request form:
1.The purpose for which you (requesting source) wish to use the information.
2.The “target population” that you wish to contact/ address/ supply.
3.How you plan to use this information going forward
Requestor:    
Phone Number:   (
) -
-
Phone Type:     
 Office   
Work Cell   
Alternate
Email Address:     
Report Description: 
Report Specifications: 
Who will this report be submitted to after transmission? 
Output (select from drop down):  
Please Explain (other): 
Frequency(select from drop down): 
On the (select from drop down): 
Intended purpose of report/ Special Instructions: 
The report process has four (4) basic steps:
1.Request is initiated by requested and submitted to service box.
2.Report is logged and put in rotation by priority level indicated on form and current workload.
3.Transmission status email sent once report generation begins with delivery date.
4.Report is completed and finalized and sent to requestor.  
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