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Data Request Application Job Aid
DOA-1601 Data Request Form in AccessGov



BACKGROUND

The Data Request Application serves as a request tool to ensure that data is approved for release by the enterprise business owner before a solution is developed for the requestor. Data requests are categorized by type and are then routed to the appropriate enterprise business owner for approval. After approval, the requests are routed to technical resources to determine next steps.  This process will ensure that a standard approval process is followed, so there will be no duplication of effort in terms of requesting data.

This document provides information for users to complete the data request form DOA-1601.

DATA REQUEST PROCESS GENERAL WORKFLOW

1. Requestor enters email into application.
2. Requestor receives verification email to continue form.
3. Requestor completes request form.
4. Form is routed to the respective enterprise business owner (owner) based on data type.
5. Owner approves, denies, or forwards the form to leadership or second approver.
6. If denied, second approver or leadership provides comments in the form as to why it was denied.
a. Requestor receives automatically generated denied email with comments.
7. If approved, copy of the form is automatically sent to STARSupport@wisconsin.gov with a unique form number.
8. If a need for a data visualization was indicated on the form, an automatically generated email is sent to groups that may assist in creating the visualization. These groups include the Strategic Management and Planning Team, STAR BI, and Division of Enterprise Technology.

STEPS

1. Navigate to https://wi.accessgov.com/doa-wi/Forms/Page/doa-wi/data-request-application
2. Enter your email address in the email verification field.
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3. You will receive an email with a link to continue filling out the data request form.  If you did not receive an email, please start the form again.  This step is to ensure that users requesting data submit their valid email address.
4. When you follow the link in your email, it will take you to the following screen:
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5. Read the statement and select ‘Acknowledge and start form’.
6. Complete the following form.  Fields marked with an * are required.
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7. Click to submit the completed form.
8. The form will be routed to the appropriate data owner for review.
9. You will receive automated emails regarding the status of the data request, such as confirmation of submission, if it is approved, if it’s denied, or if it’s forwarded for further review.
10. Upon approval, the form will be sent to STAR for review.  STAR will review and work with appropriate staff to determine which unit is best able to develop a solution.
11. A follow-up conversation may be scheduled by STAR, DET, or the Strategic Management and Planning team.
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Email Verification
To access this form, you must validate your email address. After typing in your email address below and submitting, you will receive a link to continue the form

Email address *

first last@wisconsin.gov
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You are about to request information stored in a State of Wisconsin application. All data obtained from this
application is intended only for official business use of the State of Wisconsin. All data from this system is
oowned by the State of Wisconsin; and the State of Wisconsin reserves the right to audit, monitor, record
and/or disclose all transactions and data sent over this system in a manner consistent with State and federal
law. Use of information provided via this system and process constitutes consent to review and potential
auditing of the use and disclosure of the data and transactions by authorized personnel.

Any illegal, unauthorized use or modification of the State of Wisconsin data, equipment, systems, services, or
software by any person(s) is prohibited and may be subject to civil or criminal prosecution under state and/or
federal laws and may also result in disciplinary action where appropriate.

Disclosure of data received from this data request must follow State of Wisconsin and agency public or open
records processes and rules. Data received as a result of this request must also be securely stored, retained,
and disposed of following the appropriate records disposition authority (RDA).
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‘The purpose of this form is to request data owned by the State of Wisconsin. The business owners of the data will review the request
to determine if the data is already available in the specified format and to determine if the request is approved following the data

governance guidelines. After review by the respective business owner, the request will be routed as necessary.

Full Name * Agency *

— Select an option - v
Full Name is required. Agency is required.
Email Date requested

4/25/2023 10:11:32 AM

Is this a new data request or a request to change an existing query, report, or data feed? *

O New data request O Change to existing query, report, or data feed
Request Type is required.

What type of data are you requesting? * Does the data being requested contain PII? @ *
- Select an option | OYes ONo OUnsure
Pl s required.

Data Type is required.
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What are you trying to accomplish with this data? *

What are you trying to accomplish with this data? is required.

Who is the final audience of the data? *

Who is the final audience of the data? is required.

Are you looking for assistance developing a data visualization?

OYes
ONo

Are you looking for assistance developing a data visuzlization? is required.




image5.png
Where will this data be stored? Type 'Unsure

you don't know or ‘NA' if not applicable *

Where will this data be stored? Type ‘Unsure" i you don't know or ‘NA' if not applicable is required.

Who will be preparing the data for consumption? Type ‘Unsure if you don't know or ‘NA' if not applicable *

Who will be preparing the data for consumption? Type ‘Unsure" if you don't know or NA' if not applicable is required.

What system or technology will use this data? Type ‘Unsure" if you don't know or ‘NA' if not applicable *

What system or technology will use this data? Type ‘Unsure if you don't know or NA" if not applicable is required.

How will you control access to the final data? Type ‘Unsure' if you don't know or "NA' if not applicable *

How will you control access to the final data? Type ‘Unsure" if you don't know or NA'if not applicable is required,
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How would you like this data to be provided? *

— Select an option v

How would you like this data to be provided? is required.

Please include any additional information about how you'd like the data provided (optional)

How often would you like the data refreshed? * How would you like the data refreshed? *
—- Select an option v | | —Select an option — v
How often would you like the data refreshed? is required. How would you like the data refreshed? is required.

When do you need this request completed by? (optional)

MM-DD-YYYY

Data Request Number
20230425101248
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