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REPORTS OVERVIEW

The data colle@d in AccuSQL or AccuTrack will not do you much good if you are not able to oepor©ver the
years, we have had numerous clients ask us for specific reports so they can thdrdata they want out of the
system.In responsewe have createdver 100 base reports, many of which are really two reportgaind of
themselves sincthey can be run either using a detailed or summary view.

That being said, we still had submissionsyferr new reports. Out of that necessity, we spent the better part of a

year creating a Custom Query generator that enables you to create your own reports and pull data from different
GroftSa Ay GKS aegadsSy | a I a’iy 3méoud\NBeyRaddiimitatioris thatSan beK S a O
bridged using the Custom Query generator. For example, | can run any of a number of visits report to see details

on students who have signed into my centBut what if | wanted a report that showed the studenignsins,

appointments, seminaregistrations and media checkouts? Using canned repdtiat data couldextracted from

four reports UsingCustom Query Generator, it could be done in one.

This document will provide details on all of the reports and repopisons available in AccuSQL/AccuTrack and is
based on version 2016 of the software.
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REPORTOPTIONS

The Reports menallows you to access all the pbeiilt reports that are available in AccuSQL and AccuTFaokn
the mainSystemAdministrationscreen, click Reports on the right side of the screen to access all of the reports
available.

B AccuSOL - Build 1502 —

System Administration

Users
Help Center
Sign-in Setup
Student Visits Tracking -
Tutor Visits Tracking
Student Demographics Control Panel
Set Appeointments
View Appointments BEIELELT
Media Check-out
Feedback Surveys
Session Log
EerErn et Custom Queries
Communications
Tutoring Requests
Seminars
Computer Reservations
System
Add-ons

Success Plans

Return to Sign-In screen Exit AccuSQL

11
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This will open all of the prdefined reports in AccuSQL or AccuTrack.

B AccuSCL - Build 15.0.2 - O x

Reports

Student Reports Filter On

-Tutor Reports Ti = t .
Instructor Reports ime Forma —
-Student Groups Reports ® Hours and § g

- Sports Flours and minut From

Grants s 1 Ours Fri . Jan 01,2016, 12:00 AM -

-Reagistration Reports
J P To

.\isits Reports
Tutor Visits Tracking Reports Mon, May 30, 2016, 11:58 PN =

-Profile Reports il

-Appointment Reports : i Students
Media Check-out Reports B

-Feedback Survey Reports UL

-Session Log Reports 1) M Tutors
Program Assessment Reports

-Tutoring Requests Reports

-Seminar Reports

- System Reports

- Computer Lab Reports

-Success Plan Reports

-Memorized Reports

- Customized Reports

-Favorites

--Downloaded Reports :
- Scheduled Reports dent name format (where appropri

[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[

at (where appropriate)

Show Report Export Data Create Student Group

And as with the Setup tab, if you click a main menu option on thesigét of System Administration, then click the
Reports tab at the bottom right portion of the screen, you will see reports specific to the menu option currently
selected.
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In the following, example, Student Visits Tracking is selected as the main mgon. @y selecting that option and
then click the Reports tab, all of the context specific reports for student visits tracking will be displayed in the
Reporsscreen.

B AccuSOL - Build 15.0.2 —

System Administration

Users
Student Visits Tracking Help Center
Sign-in Setup

Who's In Sign In Sign Out Reports
Tutor Visits Tracking
Student Demographics Control Panel
Set Appointments Edit Sign-in Logs Activities Waiting List
View Appointments
Media Check-out
Feedback Surveys
Session Log
Program Assessment
Communications
Tutoring Requests
Seminars
Computer Reservations
System
Add-ons

Reports
Success Plans

Customize Menu Return to Sign-In screen Exit AccuSQL
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B AccusoL - Build 15.02 - m| X

Reports

. - Filter O
By At
iine. Time Format Period »

- Activities with Sessions This Semester

- Student Attendance
. isits Summary o d i From

-~ Weekly Student Time : ] Fri , Jan 01,2016, 1200 AM -

- Weekly Student Visit
eekly Student Visits To

-..Chart Visits
--Senvice Usage Mon, May 30, 2016, 11:59 PM -

-.3envice Usage With Totals

-.Senvice Usage (Activity Included)

--Visitor History

- Zero Visits

-.New Visitors

--Visit Types

- Walk-ins vs. Appointment Visits

.. Wait times (Intake System) W Media
+-Memorized Reports
+- Customized Reporis
- Favorites M Senice Type
-.Downloaded Reports

+- Scheduled Reports

udent groups

M LabIDs

udent name format (where appropriate)

M Use native report engine

Tutor name format (where appropriate)

Show Report Export Data Create Student Group
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USING THE REPORTEHRONTROL

If you click on a node (group) that has a "+" nexit in the Reports screerit will expand showing all the reports
available in that group:

S vists Repors

. By Activity

- Activities with Sessions

- Student Attendance

- Wisits Summary

- Weekly Student Time

-Weekly Student Visits

- Chart Visits

-.3enice Usage

-.3enice Usage With Totals
-.Senice Usage (Activity Included)
- isitor History

. Zera Visits

- Mew Visitors

-Wisit Types

-Walk-ins vs. Appointment Visits
- Wait times (Intake System)

Many of the reportanbe viewed in either adetailedor summary form(see Report TypBoxbelow). To select a
report, click on it, and then click ahe "Show Report" button at the bottom left of the screen.

g Video Learning SerigsdUsing Reports WebinaView video at:
https://www.youtube.com/watch?v=tAONAeGGNOc

The Reports screen contains nyamptions for selecting and displaying reports. The sections that follow explain
these options:

TIME FORMAT BOX

Use the Time Formatheck box to control how time is shown in the report.

Time Format
®* Hours and fractions

o Hours and minutes
W Use Positive Hours

If you select the "Hours and fractions" option, time less than an hour will be shown as a fraction of an hour. If you
select the "Hours and minutes" option, time less than an hour will be shown in minutes. For example, if the session
length is one and a tfghours, it will be formatted as 1.500 if the first option is selected and as 1:30 if the second
option is selected. Check the "Use Positive Hours" box if you want the time in the reports to be displayed in
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https://www.youtube.com/watch?v=tAONAeGGN0c
https://www.youtube.com/watch?v=tAONAeGGN0c

positive hours. The positive houtsnversion factor is defined in the System >> Setup >> System Options screen
and must be turned on there.

$ Note: If Time Format is not used for a report, these options will be disabled.

REPORT TYPE BOX

Use the Report Type option buttons $elect either "Detail" or "Summary" view of the report.

Report Type

@ Detailed Report
® Summary Report

The former lists each sign session and shows the session's in and out times, while the latter only shows the
totals.

$ Note: When a report has both a Detailed and Summary view, the Report Typeitl be
enabled, otherwise it will be disabled.

VISITOR ID BOX ANDUDENTPHONE NUMBER

LT @2dz ¢l ydG G2 RARIDI thedepartkcBeckithe 2R yisit6r ID" chdclabpx, otherwise leave
this box unchecked and the ID number will not appear in the report.

LT &2dz ¢yl (2 RAaLIIE G4KS addzRRSyidiQa LIK2YyS ydzYoSNI Ay

box. Otherwise, leave this box unchecked.

If these options are not available for a report, they will be disabled.
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ORDER BY

This list box will be shown for certain reports.

Order By

' Appt. Time

You can use this box to set the order of the items appearing in the report. To change the order, click in the box,
and thendragthe doublearrow button of each item to the desired place in the list.

If Order By options are not available for a repdne Order By options box will be hiddentirely.

NAME FORMAT SORTS

Where applicable, you can sort the report datatput by last name, then first name of student or tutor, lmoth.

Student name format (where appropriate)

Tutor name format (where appropriate)

FILTER ON BOX

Use the "Filter On" box for selecting the reportipgriod. For most reports, you can select the start and end date
of the reporting period, or you can use the drdpwn box for preconfigured selections.

Filter On

Period
This Semester

From

Fri , Jan 01, 2016, 12:00 AM -
To
Mon, May 30, 2016, 11:59 P

17
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Also, notice the pin icon in the top right portion of the Filter On area. If you select-dgfireed Period from the
drop-down box and then click the pin icon, every time you open the Reports screen, that period will automatically
be selected for you. In the following example, the period of This Week has been pinned. So evert time the Reports
screen is pened, This Week will automatically be selected.

Filter On

Period -

This Week w
From

Mon, May 23, 2016, 12:00 AM -
To

Sun, May 29, 2016, 11:59 PM -

ADDITIONAIFHLTERON OPTIONS

When you select a report, the available data filters for that report will be enabled. To use one of these filters, first
click on its check box, then, click on tt&et Filter"button that appears when yoselectthat checkbox. A list of
items will appear, select one or more of these items.

M Students
W Activities
M Tutors
| NS
W :elia

M Student groups

M LabIDs

M Tutor groups

For example, to restrict the report tospecificstudent or aselectionof students, click on th&Students" check
box:

Set Filter

Now, click on théSet Filter"button. A list of students will appear. Select one or more students by clicking on the
checkbox next to the name and click the "Done" button.

18
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B AccusOL - Build 15.0.2

El-Visits Reports

. By Activity

... Activities with §
- Student Attend:
- Visits Summar)
--Weekly Studen
- Weekly Studen
- Chart Visits

... Service Usage
... 5enice Usage
- Senice Usage
.. Visitor History
-.Zero Visits

. New Visitors
--Visit Types

- Walk-ins vs. A
--Waittimes (In
+- Memorized Repor
+|-Customized Repoj
- Favorites
.. Downloaded Repq
- Scheduled Repord

Show Report

AccuSQL - Build 15.02
v First Name
Bill

[1/Susie

[/ Aaron

[/ Alice Myrtle

[ Bob

[ Aaron

[/ MeccshaE

Last Name

Aagar
Aard

Aaron
Aaran
Aash

Aashe
Abbot

243434848
845484842
945511225
111335560
995451111
000224411
990000033

Status

Active
Active
Active
Active
Active
Active
Active

Abdsimunsen 924335362

[ Emesti
[ Joey Elaine
[1 Ellie A

[ Myranda L

Abdur
Abdur
Abel

Aberc

473279562
340844191
990001786
246577141

E T T T 7
911523779
Tyh eshia 247657342

Active
Active
Active
Active

I 366591663

[/ calinda D

]/ Candi L

[/ christyal Frank
[1/Hung Branson

[] Angeneque Clayton

Abshe
Abshe
Abshe
Abshe
Aceve

346546164
463993250
00242846

912564557
581723436

Active
Active
Active
Active
Active

% Briney | Acevedo-vau 453635231

322529517
|ag0002059
933603018

Aceve
|Acker
Acuft

[1 Frances H
% | Tonette G
[/ parin R

Export Data

Create Student Group

Active
|Active |
Active

v

ropriate)

Filter On

Period

This Week ~

From

Mon, May 23, 2016, 1200 AM

[+

Sun, May 29, 2016, 11:50 FM «

)y IDs
|

M Use native report engine

| Set Filter

< Tip: The selection list is actuallySuperTableontrol, so you can use the buitt search and sort

capability of thi

s control.

< Tip: You can combine the available filters. For example, you can select to restrict the Activi

Report to a selected student and a selected activity.

< Tip: To removen filter, simply clear the check box.

When you are ready to view the report, click the "Show Report" button on the bottom left of the Reports screen.
AccuSQL/AccuTrack will do some number crunching and then display the report.

Based on the filters yoletect (of any) you will see a list of the selected filters (or much of them we can display on
one line) at the top portion of the report. Here a Visits By Activity report is displayed with filters set for a few
different student and activities:
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B Report Preview - By Activity - O X
= = L] |3|,a+1 & e |1af oo 903 v € > |85x11in % (] & _] &] NPI400C44 HP Color Laser
-~
AccuSQL Report
[ By Activity - Detail |
| 01/01/2016 12:00 AM - 05/30/2016 11:52 PM |
Filtered by: Students:Bill AagarAaron Aarons
Activities: MAT220 - Calculus [Math Classes], MAT4455 - Calculus 3 [Math Classes]...
[ Category: Math Classes
MAT111A - College Algebra | -
Aarons, Aaron
Sign in Time Sign Out Time: Period
05/01/2016 09:01 AM = 05/01/2016 09:59 AM * 00:58
Total Time for MAT111A - College Algebra | : 00:58
MAT113 - College Trigonometry -
Aagar, Bill
Sign in Time Sign Out Time Period
05/02/2016 08:59 AM = 05/02/2016 10:09 AM * 01:10
Total Time for MAT113 - College Trigonometry : 01:10
Total Time for Math Classes : 02:08
w
< >
Note:lfé 2dz 3SG | ab2 NBO2NRA RdAdzZNAYy3 GKAA

Report Toolbodbar:

LISNA2R YSaal 3Ss
specified and you should either increase your report period and/or modify or remove your additional search filters

REPORT TOOLBOX

When viewing a rep after selecting, setting any filters, and then clicking the Show Report buytauill see the

= =N 4 2 & & 1ef2 |5 stz |- < > |esxitin 3 3 @ ] &) NPI400C4A (HP Color Laser ~||

¢ KAa

search for specific text, and other functions Here is what these buttons do:

G22t02E O6FNJgAff KSEtL &2dz yI @gA3+FGS

i KNR dz3 K

Button Function Button Function

= Save report as a PDF file i Go to first page.
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Print or Fax report. s.d Go to previous page.
Email report. 12 af 70 Go to page.
] Zoom 100% o Go to next page.
Show whole page. = Go to last page.

L]

Zoom to page width.

Change zoom factor.

Zoom in.

Page navigator.

i

Zoom out.

Find text.

Note: You can also use a different reporting engine for displaying the reports. The native eng
shows up faster and might show better alignment of lines and text on some of the reports.

However, the native engine does not save files to pdf and does nat didner features available in
the enhanced enginas seen above.

SAVINGREPORT ABDFFROM REPORTI®OLBOX

To save the report as a PDF document, click orl?‘,ﬁa:on. You will see this box:

PDF Document Opticns

File Mame

| C:AUzershPublichDocumentshdcouT rack \i327 234841 05PDF FileshBy Activiby, |

Title |.-’-'-.u:u:uSDL report :By Activity |
Subject |"»-"isits b A chivity this Semester |
Auathor |.-’-'-.u:u:uSDL Liser |
Keywaords | |

FPages per sheet: | 1 Page

TheFile Named 2 E

button or by typing a new path. YoucanaB& I y 3 S

aKz2ga

GKS RSTI dz
@2dzNJ ! OO0dz v[ k! OOdz¢ NI O

LI 4 K
F2f RSN ¢KS RSTI dzf G
GKS NBLR2NIQa Yyl YSo
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. 2dz OFy Lfaz

S
Al gAy3 AlG3T OKS

01 GKS ahLlSy t5Cé¢ 062EO®

Depending on the PDF viewer you are using, the PDF should open automatically.

-3

£ = = 3

G SE=EH s By Activity.PDF - Foxit Reader
E HOME  COMMENT VIEW FORM  PROTECT  SHARE FOXIT CLOUD  HELP g |Find Pl s
Start By Activity.PDF x -
g B
ol
]

AccuSQL Report
| By Activity - Detail |
[ 01/01/2016 12:00 AM - 05/30/2016 11:59 PM |

[ Category: Advising

” Advising Tour -
7R Jojo, Joe
Sign in Time Sign Out Time Period
02/08/2016 04:35 PM * 02/08/2016 07:35 PM * 03:00
Total Time for Advising Tour : 03:00

Graduation Meeting -

Aasher, Aaron

Sign in Time Sign Out Time Period
03/28/2016 08:48 AM * 03/28/2016 08:52 AM * 00:03
Jancic, Diego
Sign in Time Sign Out Time Period
03/18/2016 12:34 PM 03/18/2016 12:34 PM 00:00 v
22
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PRINTING THREPORFROM REPORTS TOOLBOX

You can print the report by clicking on = icon:

Print
Frirter
M ame: HF Color Lageret CP2025dn - |

Statusz: Colar: | Calar v

Where:
Type:
Comment:

Frirt Fange Copies

F

Mumber of copies:

o iii

Print| Even and Odd Pages - |

Pages per sheet: |1 Page -

|

Start by selecting the printer using tiRinterdrop-R 2 6 y ® LT @2dz tA1ST &2dz Oy YI 1S
aSidAy3a oe Of A O\ A ya cank@icaté whetRer JdINIaAt & indke coldzidribBgk @nd while

print-out, reverse pages (good for ink jets), or duplex. You can also indicate whether to select all pages, current

page, or a page range, reduce the page size or print multiple pages e St dzaAy 3 GKS &t 3S&a LIS
R26Yy ® 2 KSy NBIFIRe (2 LINAyidxz OtA0] GKS ahYé¢ odzidzyo

FAXING THREPORFROM REPORTS TOOLBOX

You can fax the report directly from the Report engine by clicking ol=Zheeon:

Print

Prirter

Mame: Fax v|| Froperties... |

Status: Color: | Colar -

Where:

Type:

Comment:

Frirt B ange Copies
Mumber of copies: =

e i-i

Frint| Even and Odd Pages v| Copies Collatez

Pages per sheet: | 1 Page -
Start by selecting your fax driver fromgtPrinterdropR2 6y 062E I yR Of A0l 2y 6GhYéo 2 d;

5

software. Enter the name and fax number of the recipient and enter any other needed fields to send your fax.
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{5 Visit this Semester =N =R =5

File Edit View Insert Format Tools Help

Cover Page:

ETe: 4075555555 Dialing rule:

Subject: IVisit this Semester
Attach: || 1CEBZDFALFGTD.tif (140 KB)
Arial U A|izizEE|E

Here are the visits to the Tutoring Center so far this semester.
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E-MAILINGREPORTEROM REPORTS TOOLBOX

.
You can email the report by cking on this icol~=. You will see this box:

Ernail Message Editor - SMTP

SMTF Host: |smtp.gmail.n::n:|m | | % Send |

Frar: | LR Cistengineerica. com | ¥ Cancel

To | SSmithi@mycollege. edu |

Subject: | By Activity report. |

CC: | jmhizmycollege. edu |

BCC: | |

Eriariky: W

Attachment Filename: | C:AProgram Files [»86)\&ccuSHL201EMBY Activity PDF

Hella from the Learning A esource Center.

The By Activity report is attached.
Fieport creation time :Friday, May 06, 2016, 10:15:52 &b

¢tKS {a¢t K2a0G I'yR (4KS GCNRYé¢ FTAStRa INB FAftftSR 2dzi | dzi:
bHh 9YIFAf {SidAy3aa hLiAz2ya aONBSyo 9 vy (subjNdt is #tSo thelS OA LIA Sy (i
NBLR2NIQa yIYS o6& RSTFlLdA G o6dzi é&2dz Oy OKlFy3S GKIFG AT @&
select the message priority, and request a read receipt. The edit box at the bottom allows you to type in the

messag®d 2 Ré ©® ¢KS NBLR2NIQE yIYS YR ONBIFGA2Y RFEGS yR GAYS
aSYyR G(GKS Sevid #f = Of AO] &

SEARCHINGROM REPORTS TOOLBOX

You can search for specific text in the report by clicking or‘%dcon. You will see the FIrbox open in the
bottom left portion of the report viewer screen.

3 [Find: De= |© FindNest (O Find Previous | Highlight || Match Case

¢S G(KS GSNY é&2dz 6lyid (2 FAYR Ay (KS GCAYyRé 062E FyR [
AccuSQL/AccuTrack will search for the term and will highlight any eocces of it:
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[5) Report Preview - By Activity

Ho OO 0SS e w2t o s [o]« [

Dee, Mickey
Sign in Time Sign Out Time
08/30/2013 0314 PM *  08/30/2013 03:54 PM
Philips, Tammy
Sign in Time Sign Out Time
09/13/2013 01:49 FM 09/12/2013 01:52 FM
09/16/2013 08:16 AM *  09/16/2013 08:16 AM

Smiths, Mike
Sign in Time Sign Out Time
09/12/2013 12:09 PM * 0912/2013 01:09 PM
Total Time for Clarinet :

v [Bsxt1in [ 3 @ 1 x1[HP Color Lasenet CP2025d =

Dee, Mickey
Sign in Time Sign Out Time
09/12/2013 0440 PM *  09/13/2013 05:40 PM
Total Time for Flute :

Arlington, David
Sign in Time Sign Out Time
09M132/2013 01:41 FM 091372013 0141 PM
Dee, Mickey
Sign in Time Sign Out Time
09/13/2013 01:42 PM 09/13/2013 01:42 PM
08/13/2013 01:43 FM 09/13/2013 01:44 PM

(2 Find Ne_xt__é Find Previous Highlight I:| Match Case

MEMORIZING REPORTS

AccuSQL/AccuTrack can save you time when generating frequently used reports. First select the report as usual,

set its filters (e.g. time period and student group), select the time format, report type, and whether totekow

GA&AG2NRAEA sSergporting opBonsy dlick 6n thie keort with RIGHT mouse button@ridA O |
0KA& NBLRNI ¢

AccuSQL/AccuTrack will show a box that allows you to give a name for this memorized repoih algpme that

Ei Add to favarites
Customize this report

@ Mermorize this report

@ Schedule this report

gAft KSt L) &2dz NB Garieflk Mildary Zétai\ Visits NlBsIN@@tkdi Y 6 SeI > &
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i# Memorized Report >

Give a name for this report:

Farmerly Militam Zema Wizsitz This Month

Caricel

NextAccuSQL/AccuTraekll ask you whether you want this memorized report to be available to all or just to you:

AccuSOL *

Should this report be available to any user or just for you?
When scope is any user: Everybody using reports screen would see it
under "Memeorized Reports” branch.

[Yes] Make available to any user.
[Me ] Far me only.
[Cancel] Cancel memeorizing.

Yes Mo Cancel

Next AccuSQL/AccuTrack will allpau to enter a tooltip for this report:

il AccuTrack >

Tooltip info faor this repart [if ang]:

&l farmer military zero visits report for curent montH

Cancel

The report will now be available via the Memorized Reports node:

=-Memorized Reports
¢ L.Formerly Military Zero Visits This Month ‘

When you select this report in the future, its pset filters and options will be automatically selected.

QUICK ACCESS TO REP®

1 O0dz{ v[ k! OOdz¢ N} O1 OFy 3IA@S &2dz ljdzA O] I O0S&asd Y2REDdAzNI F |
add a frequently generated report to the favorite node, click on the report with the RIGHT mouse button and
aSt SOt 4! RR G2popupdigNRA(1Saé¢ FTNRY GKS

27

< Back to Contents >




Ei Add to favorites

Customize this report
@ Mernorize this report
@ Schedule this report

AccuSQL/AccuTrack will prompt you to enter a name for this test:

il Add To Favorites >

Give a name for this report:

Wigits By Activity

Caricel

bSEG ! OOdz v[ k! OOdz¢ NI O1 sAft | a1l &2dz ¢ Kdvdrite Sodéoejastm o y i G |
yours.

AccuSQL/AccuTrack will allow you to enter a todtiipthis report:
¢KS NBLRNI ¢oAff y2¢ 0S @At LFofS @Al GKS aCl@2NRGSE y2|

=I-Favorites
© o LoVisits By Activity

$ Note: Adding a report to the Favorites branch serves as a shortcut for selecting this repot
The filters and options of the reports are not saved. If you need to save tiiese &nd options,
dza&S GKS aaSY2NAIT S (KA& NBLRNIé& AyadaSIR 27

CUSTOMIZING REPORTS

AccuSQL/AccuTrack gives you the ability to customize reports to fit your needs. To customize a report, click on it
with the RIGHT mouse buttonand 8lé &/ dza 02 YAT S (G KA@medis L2 NIl ¢ FNBY (GKS L1

E“i Add to favortes
Customize this report
@ Mernorize this report
@J- Schedule this report

AccuSQL/AccuTrack will ask you to give a name for the customized report:

28

< Back to Contents >




i Customize Report Pl

Give a name far this repart;

By Activity - Compac

Cancel

AccuSQL/AccuTrack will also ask you whether the customized report should be available to all users or only you:

AccuSCOL >

Should this report be available to any user or just for you?
When scope is any user: Everybody using reports screen would see it
under "Customnized Reports" branch.

[Yes] Make available to any user.
[Me ] Fer me cnly.
[Cancel] Cancel adding to favorites.

Yes Mo Cancel

You can also et a tooltip for the customized report if you like:

il AccuTrack X

Tooltip infa faor thiz repart [if ang):

Compact view of By Activity Reporl

Cancel

AccuSQL/AccuTrack will now open the selected report with the Visual FoxPro Report Designer. If you used a report
writer before, you will probably figure out a lot of the functionality on your own. fittes below will explain the
main things you can do with the Report Designer.
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USING THE REPORT IBRE&ER

By Activity - Compact

B
1 I

il B

I RN T I P 1 A I B
0

. N
7 | By Activity - Detail |
| [dStadDate | - [dEndDate | |

"] Filtered by: [ifitypelm Filters) = 'C’._m.filters. *)

2 Title

.34

£ Page Header

[}
| [category:[ASKDESC |
azk,_id

.3;|‘ Report Con

ub_id
¢ A T | Hudent | ID: |transform{input id. ID MASH
0o Sign in Time Sign Out Time Period
PR sliaz_id
QI —— [LOGINTIME |linffiifLOGOUTTIME < | Od[ou|BERICHTimsaF]
A [etail

ol

2 Group Footer 2:alias_id

o [Total Time for ™ + alltf SUBTASK) + " :" |

2 Group Footer 2:zub_id

.:_ |

. O +' |

2 Group Footer 1:task_id

°_- |BY ACTIVITY - DETAIL REPORT | ["Page "+ ALLTI | |'Generated on '+ ALLTITTOC(DA]

2. Page Footer

Report Bands
The reportmayconsist of several bands:
1. ¢AGES . FYyRY ¢KA&a O2yiGFAya (GKS NBLRZNIQa

2. Page Header Band: This contains fields #mdear at the top of the page.

3. Group Header Band: This contains fields that are printed at the top of the group (e.g. student, tutor, etc.)

4. Detail Band: This contains items that repeat in the report (e.g. attendance records)

5. Group Footer Band: Containsltle that will be printed under the group.

30
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6. Page Footer Band: This contains fields that appear at the bottom of each page.
7. Summary Band: This contains fields that appear at the bottom of the report.

Note: you can increase or decrease the height of each gndragging it up or down. You can also double click
on a band to see its properties.

Changing the Report
Here are some of the things you can change in a report:

1. Change objects positions: You can move objects around within the band by using the fewseeful
0K2dAK a OKIFIy3aAy3da (GKS 202S00Qa olyR g2dz R LINRPOLF of &

2. Change the font of any field. You can change the font, font size, font style, color, and effects.
3. Change labels: You can change the text of any label.

4. Delete objects: If yo do not need a field, you can delete it. However, be careful not to delete a needed
field as that would mess up the report.

5. Add text labels, lines, and rectangles: You can add these objects to any band you like.
6. Align objects: You can select two or madgiects and change their alignments.
7. Change the page setup: you can select portrait or landscape.

8. Start a group on a new page: For example, if you are editing the Attendance by Instructor report, you can
start each instructor on a new page.

Note: Todeletd FASt RX Ot AO01 2y AlG IyR OtA0]l 2y GKS a5StSiS¢ 1

REPORTDESIGNERONTROLS

(1) Report Designer Toolbar:

Report Designer H

s 2 0O 2o B

Use this toolbar to launch othdReport Designetoolbars:

Button Function
[t= Launches the Data Grouping Form
@ Launches the Page Setup form.
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Launches the Report Controls Toolbar

%5l

Launches the Color Palette Toolbar

@l

Launches the Layout Toolbar

T

Launches the Font Properties Form

Iy

(2) Report Controls Toolbar

Report Controls n
;] Al + OOH

Use this toolbar tselect or add objects to the report:

Button Function

Select Objects.

=

Label
Line
Rectangle

Rounded Rectangle

o | O

Picture

=
S

(3) Color Palette Toolbar
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Color Palette H

Usethe Color Palette to select colors for the text or other report objects.

(4) Layout Toolbar

]
=
[=]

& B 0 15T
0 & 0o o
=

Use this toolbar to align report objects via tfalowing buttons:

Button Function

Align Left Sides

o

= Align Right Sides
ot Align Top Edges
ol Align Bottom Edges

Align Vertical Centers

Align Horizontal Centers
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Same Width

Same Height

Same Size

Center Horizontally

CenterVertically

Bring to Front

ARG ERREEREARERRE

Send to Back

Note: to select more than one object for alignment, click on the first object and this press and hold the shift key
down while you click on the other objects.

(5) Font Properties Form:

Font >

Font: Font style:
Bold

Narrow Bold ltafii »~

Arial Rounded MT

Bazkerville Old Face Bold Italic
Bavhauws 93 Black
Bell MT v | |Black Oblig v

Effects Sample
[ ] Strikeout
[ ] Undedine AaBbYyZz
Caolor:
| I Bl=ck v|  Soipt:
| Westem R

This iz an Open Type font. This same font will be used on both your
prirter and your screen.

Use thisform to settext properties.

(6) Page Setup Form
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Usethisormi 2 OKIFy3S (GKS NBLR2NIQa flez2dzi FNRY LERNINIAG G2 f

Report Properties 4

Page Layout  Optional Bands = Data Grouping  Variables  Protection  Ruler/Grid = Data Environment

Columnsz Print area
Mumber: {®) Printable page
Width: 7.5%n =] (_)whole page
Spacing: 0.1000n = Colurmn print order
Top to bottom
Left margin: 0.500 in Ii| Left to right

Default font

| Avial, 10, N | =]

[ ]Use font script

Printer
| NPI400C4A (HP Color Laser Jet CP2025dn) |

| Page Setup... | @ Save printer environment

g
’
i)

Help

Page Setup >

Faper

Size: | Letter e |
Source: | Automatically Select e |
Orientation Marginz {inches)

(®) Portrait Left: 1 Bight: |1

() Landscape Top: 1 Bottorm: |1

ok | Ccancel
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COMMON CUSTOMIZATIONS WITHEREPORDESIGNER

1) Making a group start on a new page

1. Click orthe Data Grouping icon

=
i=

2. Select the group ahterest from the list box by clicking on it.

Report Properties

Page Layout  Optional Bands  Data Grouping  variables
Grouping nesting order; Group on:
| | | alias_id

| | task_id

| sub _iu:l Group starts on
(®) Mew line

Mew column

ID MNew page

(::l Mew page number 1

[ ]Reprint group header on each page

Start group on new page when less than:

it

Protection  Ruler/Grid Data Environment

Add Remaove 0.0000n =
Cancel Help
3. / KFyaS (G4KS GaDNRBdzL) {{iFNI& hyé¢ FTNBY aySeg fAySé
Group starts on
(®) New line
Mew column
D Mew page
Oﬂew page number 1
4, | £ A Ol ahye

2) Changing the Logo on a Report

OLE
Use the picture contrc from the toolbar and browse to select the image file. If you like, you &zndelete

the original picture controls on the report header.
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MANAGING CUSTOMIZRBEPORTS

Previewing the Report

To preview the reportclick on a blank area of the report with the RIGHT mouse button. You will see a menu pop
dzLJ® {StSOG at NAydG t NSOASsE

Paste

Bun Report...

Data Environment...

Optional Bands...
Data Grouping...
Variables...

Properties...

Saving Changes

When finished editing, simply close the Report Desidokek the X at the top right of the screen)
1 OO0dz{ v[ k! OOdz¢ N} O1 @oAfft | a1 e2dz s KSGKSN) &82dz glyd G2 {1SS|

Deleting a Customized Report

To delete a customizeport, click on it with the RIGHT mouse buttarthe customized reports nodend click
2y awSY2@S (KAas

Note: For step by step examples of creating custom reports, please see Appendix B: Custom Report Examples at
the end of this document
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STUDENRE®RTS

=k Student Reports

. Student Labels

- Student List

- Student List (Visited)

. 3tudent List - Short Format (Visited)
-.5tudent - Usage of Senvices

- Student Contacts
B Report Preview - Student Labels - a X
Hd A 000 e 2 & e163 |5 0% |+ < > |85x1Min -3 ] @ _) x] NPI400C4A (HP Color Laser
A
Asgar, Bl Aard, Susie Aarons, Aaron
33 West Jones Lane 33 33rd St 22 Downy St
Oriando, FL 32393 Crando, FL 32888 Cwviedo, FL 32777
Asrons, Abce Myrtle Asszh, Bob Asszh, Bab
22 22nd St 93 Reams St 93 Reams 5t
Deland, FL 32744 Crando, FL 32828 Oriando, FL 32828
Aszsher, Asron Abbott, Meccsha E Abdelmuhsen, Hattie Martn
27 West Anderson St 54 Cutter Place 18601 Superor St
Oriando, FL 32801 Litthe Rock, AR 72201 Des Moines, 1A 50301
v
< >

Purpose:Prints addrss labels for selected students

Available FiltersReporting period, Students, Adities, Student Groups, Lab IDs

Display OptionsNone

Grouped by:None

Order: Last/First, First/Last

Summary Report TypAvailable No

Description:The address labels can be printed on standard Avery proditis.addresses are formatted to print

on RRNXaa floSta LISN aKSSiG Ay GKNBS 02fdzyyao 5AYSYy&n:
with the Avey 5160 product code. According to the Avery instructions sheet, other compatible Avery products

include 8160, 8250, 8460, 8560, 8660, 18160, 8810, 8860, 18660, and 6245.
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Note: if you filter on Activities and/or Lab IDs, the report will show students iage signed into the selected
activities, or have signed into the selected local labs.

STUDENT LIST

Purpose:Shows a list of all students

Available FiltersReporting period

Display OptionsShow/hide visitor ID

Grouped by:None

Order: Last/First, Fst/Last

Summary Report Type Availahl&lo

Description:This report lists all students in the system, including name, ID # (optional), address, and email address.

¢KS NBLER2NI Ffa2 akK2¢a 6KSIKSNI GKS aiddRRSyiQa NBO2NR Aa
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