Quickbase operations starter

01/ A report you can reproduce

Use this worksheet before each recurring report. The goal is simple: another person should be able to
reproduce the same result from the same source snapshot.

Run-sheet field Record for this run

Report / owner / backup owner

Run timestamp + time zone

Source app / table / saved query

Period and date-field definition

Inclusion and exclusion filters

Source count / unique record ID

Source total / output total / variance

Snapshot location / output version

Reviewer / release decision

Make dates explicit. Distinguish work period, invoice date, and payment date. Record the rule and time zone;
do not assume all organizations use the same offset.

Keep versions. Preserve a restricted source snapshot and the output together. Never overwrite an earlier run
when the underlying records change.
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Reconcile before release

02 / Explain the difference, not just the total
[ 1 Confirm the exact table, date field, saved query, and inclusion rules. Retrieve every result page; check for
incomplete exports.

[ 1 Check record IDs for duplicates. Identify missing amounts, unclassified records, and any exclusions before
calculating totals.

[ ] Compare at three levels: total, group (such as office or vendor), and individual record ID. Matching grand
totals can hide offsetting errors.

[ ] Preserve negative adjustments. Document currency and rounding rules. Calculate money using decimal
arithmetic or integer minor units.

[ 1 Compare repeated runs by record ID: added, removed, and amount-changed records. Use timestamps or
an audit history to support explanations.

[ 1 Hold unresolved differences for review. Publish the source timestamp, filters, counts, totals, and approval
status alongside the output.

Worked example - entirely fictional

Change between snapshots Effect on total
Earlier snapshot: 100 records $10,000.00

5 records removed by a confirmed filter change -$500.00

2 new records added +$250.00

1 existing record corrected -$50.00

New snapshot: 97 records $9,700.00
Explained change / unexplained remainder -$300.00 / $0.00

The correction changes an amount, not the record count. A source edit is an explanation only after you verify it
against the saved records or change history.
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Access that survives a handoff

03 / Define the boundary before connecting Al

Role Default boundary Evidence to retain

Reader Only authorized tables and fields; no writes Requester, query scope, timestamp

Operator Specific approved record actions; no schema Requester, record ID, before/after
changes values, outcome

Administrator Separately approved schema and Approval, change plan, rollback
permission changes procedure

[ 1 Enforce permissions in the platform or integration service. A prompt saying "read-only" is not an access
control.

[ 1 Keep each user's private context scoped to that user. Share only deliberately approved operating facts
across users.

[ 1 Keep secrets out of exports, prompts, screenshots, and handoff documents. Use managed credential
storage and an offboarding procedure.

[ ] Test reads and writes with synthetic records in a sandbox. Verify that a reader cannot write and cannot
retrieve another user's restricted data.

[ 1 Document ownership: field mappings, date rules, schedule, failures, retry behavior, and who can approve
changes.

Next step

Choose one recurring report. Complete the run sheet, retain a snapshot, and have a second person reproduce
it. Then use the differences to improve the operating instructions.

Explore products at by-kit.com. For workflow-pack interest: kit@axiomstreamgroup.com.

Independent educational resource. Not affiliated with or endorsed by Quickbase. This guide contains no client
records or client-specific business rules.
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