
 

 

 

 

           

 

http://www.engineerica.com  

 

 

Reports Manual for AccuSQL/AccuTrack 2016 

Version 1.0.2 

 

 

 

May, 2016 

 

 

 

 

© 2002 - 2016 Engineerica Systems, Inc. 

All Rights Reserved 

 

 

 

http://www.engineerica.com/


  

 
2  

< Back to Contents  > 

           

Engineerica Systems, Incorporated 

7250 Red Bug Lake Road 

Oviedo, FL 32765 

Phone: (321) 214-0012 

Fax: (407) 678-0287 

Web: http://www.engineerica.com 

Email: info@accutrackrack.org  

 

© 1998-2016 Engineerica Systems, Inc.  All rights reserved. 

 

Engineerica Systems, Inc. (ñDeveloperò) has made every effort to ensure the accuracy of this document. 
Developer makes no warranties with respect to this documentation and disclaims any implied warranties of 
merchantability and fitness for a particular purpose. The information in this document is subject to change 
without notice. Developer assumes no responsibility for any errors that may appear in this document. Names 
and data used in examples herein are fictitious unless otherwise noted. 

The information contained herein is the exclusive and confidential property of Engineerica Systems, Inc. and, 
except as otherwise indicated, shall not be disclosed or reproduced in whole or in part. No part of this document 
may be reproduced or transmitted in any form or by any means, electronic or mechanical, for any purpose, 
without the express written permission of Engineerica Systems, Inc. 

Due to our continuous effort for improving the software, some of the images or descriptions in this manual may 
not match your version of AccuSQL/AccuTrack. 

Trademarks 

AccuSQL/AccuTrack and the Engineerica Systems, Inc. logos are trademarks of Engineerica Systems, Inc. 

All other trademarks acknowledged. 

 

http://www.engineerica.com/
mailto:info@accutrackrack.org


  

 
3  

< Back to Contents  > 

 

CONTENTS 

CONTENTS ................................................................................................................................................3 

REPORTS OVERVIEW ............................................................................................................................... 10 

REPORTS OPTIONS .................................................................................................................................. 11 

USING THE REPORTS TREE CONTROL ..................................................................................................................15 

TIME FORMAT BOX .........................................................................................................................................15 

REPORT TYPE BOX ..........................................................................................................................................16 

VISITOR ID BOX AND STUDENT PHONE NUMBER ..................................................................................................16 

ORDER BY .....................................................................................................................................................17 

NAME FORMAT SORTS .....................................................................................................................................17 

FILTER ON BOX ..............................................................................................................................................17 

Additional Filter On Options ..................................................................................................................18 

REPORT TOOLBOX ...........................................................................................................................................20 

Saving Report as PDF from reports Toolbox ..........................................................................................21 

Printing the Report from reports toolbox ..............................................................................................23 

Faxing the Report from reports toolbox ................................................................................................23 

E-mailing Reports from reports toolbox ................................................................................................25 

Searching from reports toolbox .............................................................................................................25 

MEMORIZING REPORTS .......................................................................................................................... 26 

QUICK ACCESS TO REPORTS .................................................................................................................... 27 

CUSTOMIZING REPORTS ......................................................................................................................... 28 

USING THE REPORT DESIGNER ...........................................................................................................................30 

Report Designer Controls: ......................................................................................................................31 

Common Customizations with the Report Designer ..............................................................................36 

MANAGING CUSTOMIZED REPORTS ....................................................................................................................37 

STUDENT REPORTS ................................................................................................................................. 38 



  

 
4  

< Back to Contents  > 

STUDENT LABELS ............................................................................................................................................38 

STUDENT LIST ................................................................................................................................................39 

STUDENT LIST (VISITED) ...................................................................................................................................40 

STUDENT LIST - SHORT FORMAT (VISITED)...........................................................................................................41 

STUDENT ς USAGE OF SERVICES ........................................................................................................................42 

Student Usage of Services - Summary View ...........................................................................................43 

STUDENT CONTACTS .......................................................................................................................................44 

TUTOR REPORTS ..................................................................................................................................... 45 

TUTOR LABELS ...............................................................................................................................................45 

TUTORS LIST (NAME AND EMAIL LIST) ................................................................................................................46 

MASTER TUTOR ROSTER ..................................................................................................................................47 

ACTIVITY ASSIGNMENTS ...................................................................................................................................48 

TUTOR SCHEDULE ...........................................................................................................................................49 

TUTOR APPOINTMENTS SUMMARY ....................................................................................................................50 

VISITS BY STUDENT SUMMARY ..........................................................................................................................51 

STUDENTS HELPED ..........................................................................................................................................52 

TUTORING SESSIONS .......................................................................................................................................53 

TUTORSΩ WEEKLY AVAILABILITY .........................................................................................................................54 

TUTORSΩ OFF TIMES ........................................................................................................................................55 

TUTOR UTILIZATION ........................................................................................................................................56 

STUDENTS SEEN .............................................................................................................................................57 

Students Seen - Summary View .............................................................................................................58 

INSTRUCTOR REPORTS ............................................................................................................................ 59 

ATTENDANCE BY INSTRUCTOR ...........................................................................................................................59 

Instructor Summary - Summary View ....................................................................................................60 

INSTRUCTOR SESSIONS .....................................................................................................................................61 

INSTRUCTOR LABELS ........................................................................................................................................62 

STUDENT GROUPS REPORTS ................................................................................................................... 63 



  

 
5  

< Back to Contents  > 

STUDENT GROUPS ..........................................................................................................................................63 

SPORTS REPORTS .................................................................................................................................... 65 

PARTICIPATION REPORT (BY SPORT) ...................................................................................................................65 

PARTICIPATION REPORT WITH ACTIVITIES (BY SPORT) ............................................................................................66 

SPORTS ROSTER .............................................................................................................................................67 

GRANTS REPORTS ................................................................................................................................... 68 

GRANT ASSIGNMENTS .....................................................................................................................................68 

GRANT UTILIZATION (DETAILED) ........................................................................................................................69 

GRANT UTILIZATION (SUMMARY) ......................................................................................................................70 

REGISTRATION REPORTS ......................................................................................................................... 71 

REGISTRATION BY STUDENT ..............................................................................................................................71 

REGISTRATION BY ACTIVITY ...............................................................................................................................72 

SELF-REGISTRATION ........................................................................................................................................73 

VISITS REPORTS ...................................................................................................................................... 75 

BY ACTIVITY...................................................................................................................................................76 

By Activity - Summary View ...................................................................................................................77 

ACTIVITIES WITH SESSIONS ................................................................................................................................78 

Activities with Sessions - Summary View ...............................................................................................79 

STUDENT ATTENDANCE- DETAIL ........................................................................................................................80 

STUDENT ATTENDANCE - SUMMARY ...................................................................................................................81 

VISITS SUMMARY ............................................................................................................................................82 

WEEKLY STUDENT TIME ...................................................................................................................................83 

WEEKLY STUDENT VISITS ..................................................................................................................................84 

CHART VISITS .................................................................................................................................................85 

SERVICE USAGE ..............................................................................................................................................87 

Service Usage - Summary View ..............................................................................................................88 

SERVICE TYPE USAGE WITH TOTALS ....................................................................................................................89 

SERVICE TYPE USAGE (ACTIVITY INCLUDED) .........................................................................................................90 



  

 
6  

< Back to Contents  > 

VISITOR HISTORY ............................................................................................................................................91 

ZERO VISITS ...................................................................................................................................................92 

NEW VISITORS ...............................................................................................................................................93 

VISIT TYPES ...................................................................................................................................................94 

WALK-INS VS. APPOINTMENT VISITS ..................................................................................................................95 

Walk-ins vs. Appointments- Summary View ..........................................................................................96 

WAIT TIMES (INTAKE SYSTEM) ..........................................................................................................................97 

TUTOR VISITS TRACKING REPORTS ......................................................................................................... 98 

TUTOR WORK HOURS .....................................................................................................................................99 

Tutor Work Hours - Summary View .................................................................................................... 100 

TUTOR WORK HOURS ς WEEKLY DISTRIBUTION ................................................................................................ 101 

TUTOR PAYROLL .......................................................................................................................................... 102 

TUTORS PAYROLL DETAIL .............................................................................................................................. 103 

TUTOR PAYROLL ς PAY BY APPOINTMENT......................................................................................................... 104 

PROFILE REPORTS ................................................................................................................................. 105 

STUDENT PROFILE ........................................................................................................................................ 105 

STUDENT PROFILE (VISITED) .......................................................................................................................... 107 

STUDENT PROFILE FOR CURRENT LAB ............................................................................................................... 108 

STUDENT PROFILE (VISITED) .......................................................................................................................... 108 

APPOINTMENT REPORTS ...................................................................................................................... 109 

SCHEDULED APPOINTMENTS .......................................................................................................................... 110 

SCHEDULED APPOINTMENTS (WITH SCHEDULED TIME) ........................................................................................ 111 

APPOINTMENT OPEN SLOTS .......................................................................................................................... 112 

APPOINTMENT NO-SHOWS ........................................................................................................................... 113 

APPOINTMENTS HISTORY .............................................................................................................................. 114 

APPOINTMENTS HISTORY (DETAILED) .............................................................................................................. 115 

APPOINTMENT CANCELLATIONS ...................................................................................................................... 116 

ROOM RESERVATION .................................................................................................................................... 117 



  

 
7  

< Back to Contents  > 

DAILY APPOINTMENTS LIST ............................................................................................................................ 118 

TUTORΩS WEEKLY APPOINTMENTS .................................................................................................................. 119 

CENTERΩS WEEKLY APPOINTMENTS ................................................................................................................. 120 

ZERO APPOINTMENTS ................................................................................................................................... 121 

MEDIA CHECK-OUT REPORTS ................................................................................................................ 122 

LATE MEDIA ............................................................................................................................................... 122 

MEDIA CHECKOUTS ...................................................................................................................................... 123 

Media Checkouts - Summary View ..................................................................................................... 124 

MEDIA LIST ................................................................................................................................................ 125 

FEEDBACK SURVEY REPORTS ................................................................................................................ 126 

ACTIVITY COMMENTS ................................................................................................................................... 126 

ACTIVITY RATINGS ....................................................................................................................................... 127 

Activity Ratings - Summary View ........................................................................................................ 128 

TUTOR EVALUATION COMMENTS .................................................................................................................... 129 

TUTOR EVALUATION RATINGS ........................................................................................................................ 130 

Tutor Evaluation Ratings - Summary View ......................................................................................... 131 

TUTOR EVALUATION RATINGS WITH PROFILE ..................................................................................................... 132 

SESSION LOG REPORTS ......................................................................................................................... 132 

SESSION LOGS ............................................................................................................................................. 133 

SESSION QUESTIONNAIRE .............................................................................................................................. 134 

SESSION QUESTIONNAIRE SUMMARY ............................................................................................................... 135 

PROGRAM ASSESSMENT REPORTS ....................................................................................................... 136 

ASSESSMENT .............................................................................................................................................. 136 

GRADE DISTRIBUTION BY ACTIVITY .................................................................................................................. 140 

GRADE DISTRIBUTION BY PROFILE ................................................................................................................... 141 

STUDENTS WHO EARNED A OR B ..................................................................................................................... 143 

TUTORING REQUESTS REPORT .............................................................................................................. 144 

TUTORING REQUESTS ................................................................................................................................... 144 



  

 
8  

< Back to Contents  > 

TUTORING REQUESTS ς UNASSIGNED .............................................................................................................. 145 

SEMINAR REPORTS ............................................................................................................................... 146 

SEMINAR REGISTRATION ............................................................................................................................... 146 

SEMINAR STATISTICS .................................................................................................................................... 147 

SYSTEM REPORTS ................................................................................................................................. 148 

IMPROPER SHUT-DOWNS ............................................................................................................................... 148 

FILE STATISTICS ........................................................................................................................................... 148 

COMPUTER LAB REPORTS ..................................................................................................................... 149 

COMPUTER LAB SESSIONS .............................................................................................................................. 150 

COMPUTER LAB SESSIONS WITH APPLICATIONS ................................................................................................... 151 

SUCCESS PLAN REPORTS ....................................................................................................................... 152 

INDIVIDUAL EDUCATIONAL ACTION PLAN ........................................................................................................... 152 

ASSIGNED ITEMS BY TUTOR ........................................................................................................................... 153 

CHARTING DATA (CHART VISITS REPORT DETAILS) ............................................................................... 153 

WEEKLY SIGN-INS ........................................................................................................................................ 155 

DAILY SIGN-INS ........................................................................................................................................... 156 

SIGN-INS BY DAY (DAILY SIGN-INS 2 TAB) ........................................................................................................ 157 

SIGN-INS BY HOUR (HOURLY SIGN-INS TAB) ..................................................................................................... 158 

NUMBER OF VISITORS BY HOUR (PEAK HOURS TAB) ........................................................................................... 159 

WEEKLY SIGN-IN TABLE ................................................................................................................................ 160 

DAILY SIGN-IN TABLE ................................................................................................................................... 160 

DAILY PEAK HOURS TABLE ............................................................................................................................. 161 

SESSION TIME DISTRIBUTION BY WEEK (WEEKLY SESSION TIMES TAB) .................................................................. 161 

SESSION TIME OF SIGN-INS BY DAY (DAILY SESSION TIMES TAB) ........................................................................... 162 

SESSION TIME OF SIGN-IN BY HOUR (HOURLY SESSION TIMES TAB) ...................................................................... 163 

WEEKLY SESSIONS TABLE .............................................................................................................................. 163 

DAILY SESSIONS TABLE.................................................................................................................................. 164 

NUMBER OF VISITS PER CLASS (VISITS PER ACTIVITY TAB) ................................................................................... 164 



  

 
9  

< Back to Contents  > 

VISITS PER ACTIVITY TABLE ............................................................................................................................ 165 

RETURN TIMES (RETURNS TAB) ...................................................................................................................... 165 

RETURNS TABLE .......................................................................................................................................... 166 

EXPORTING REPORT DATA .................................................................................................................... 166 

EXPORTING DATA TO AN EXCEL FILE ................................................................................................................. 168 

EXPORTING DATA TO AN SDF FILE ................................................................................................................... 168 

EXPORTING DATA TO A COMMA-DELIMITED FILE ................................................................................................. 169 

EXPORTING DATA DIRECTLY TO EXCEL............................................................................................................... 169 

APPENDIX A: WHY DO MY REPORT VISITS NUMBERS LOOK DIFFERENT? .............................................. 171 

APPENDIX B: CUSTOM REPORT EXAMPLES ........................................................................................... 202 

ADDING GROUP COUNT ................................................................................................................................ 202 

EDITING THE DATA GROUPING ....................................................................................................................... 216 

STARTING A GROUP ON A NEW PAGE .............................................................................................................. 226 

 

 

  



  

 
10  

< Back to Contents  > 

REPORTS OVERVIEW 

The data collected in AccuSQL or AccuTrack will not do you much good if you are not able to report on it. Over the 

years, we have had numerous clients ask us for specific reports so they can extract the data they want out of the 

system. In response, we have created over 100 base reports, many of which are really two reports of in and of 

themselves since they can be run either using a detailed or summary view. 

That being said, we still had submissions for yet 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 

ǘŀōƭŜǎ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ŀǎ ŀ ǎƛƴƎƭŜ ǊŜǇƻǊǘΦ ²ƘƛƭŜ ǘƘŜ άŎŀƴƴŜŘέ ǊŜǇƻǊǘǎ ŀǊŜ ƴǳmerous, they have limitations that can be 

bridged using the Custom Query generator. For example, I can run any of a number of visits report to see details 

on students who have signed into my center. But what if I wanted a report that showed the students sign-ins, 

appointments, seminar registrations, and media checkouts? Using canned reports, that data could extracted from 

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

This document will provide details on all of the reports and reports options available in AccuSQL/AccuTrack and is 

based on version 2016 of the software. 
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REPORTS OPTIONS 

The Reports menu allows you to access all the pre-built reports that are available in AccuSQL and AccuTrack. From 

the main System Administration screen, click Reports on the right side of the screen to access all of the reports 

available. 

 
  



  

 
12  

< Back to Contents  > 

This will open all of the pre-defined reports in AccuSQL or AccuTrack. 

 

And as with the Setup tab, if you click a main menu option on the left side 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 menu option. By selecting that option and 

then click the Reports tab, all of the context specific reports for student visits tracking will be displayed in the 

Reports screen. 
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USING THE REPORTS TREE CONTROL 

If you click on a node (group) that has a "+" next to it in the Reports screen, it will expand showing all the reports 

available in that group: 

 

 
 

Many of the reports can be viewed in either a detailed or summary form (see Report Type Box below). To select a 

report, click on it, and then click on the "Show Report" button at the bottom left of the screen. 

 Video Learning Series ς Using Reports Webinar - View video at: 

https://www.youtube.com/watch?v=tAONAeGGN0c  

The Reports screen contains many options for selecting and displaying reports. The sections that follow explain 

these options: 

TIME FORMAT BOX 

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

 

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 half hours, 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 

https://www.youtube.com/watch?v=tAONAeGGN0c
https://www.youtube.com/watch?v=tAONAeGGN0c
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positive hours. The positive hours conversion 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 to select either "Detail" or "Summary" view of the report. 

 

The former lists each sign-in 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 Type box will be 

enabled, otherwise it will be disabled. 

VISITOR ID BOX AND STUDENT PHONE NUMBER 

LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎƛƎƴ-in ID in the report, check the "Show visitor ID" check box, otherwise leave 

this box unchecked and the ID number will not appear in the report.  

 

LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇƘƻƴŜ ƴǳƳōŜǊ ƛƴ ǘƘŜ ǊŜǇƻǊǘΣ ŎƘŜŎƪ ǘƘŜ ά{Ƙƻǿ {ǘǳŘŜƴǘ tƘƻƴŜ ƴǳƳōŜǊέ ŎƘŜŎƪ 

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. 

 

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 then drag the double-arrow button  of each item to the desired place in the list. 

 

If Order By options are not available for a report, the Order By options box will be hidden entirely. 

NAME FORMAT SORTS 

Where applicable, you can sort the report data output by last name, then first name of student or tutor, or both.  

 

FILTER ON BOX 

Use the "Filter On" box for selecting the reporting period. For most reports, you can select the start and end date 

of the reporting period, or you can use the drop-down box for pre-configured selections. 
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Also, notice the pin icon in the top right portion of the Filter On area. If you select a pre-defined 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 opened, This Week will automatically be selected. 

 

ADDITIONAL FILTER ON 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 the "Set Filter" button that appears when you select that checkbox. A list of 

items will appear, select one or more of these items.  

 

For example, to restrict the report to a specific student or a selection of students, click on the "Students" check 

box: 

 
 

Now, click on the "Set 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. 
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< Tip: The selection list is actually a SuperTable control, so you can use the built-in search and sort 

capability of this control.   

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

Report to a selected student and a selected activity. 

< Tip: To remove a 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 you select (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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Note: If ȅƻǳ ƎŜǘ ŀ άbƻ ǊŜŎƻǊŘǎ ŘǳǊƛƴƎ ǘƘƛǎ ǇŜǊƛƻŘ ƳŜǎǎŀƎŜΣ ǘƘŀǘ ƳŜŀƴǎ ƴƻ Řŀǘŀ ǿŀǎ ǊŜǘǳǊƴŜŘ ŦƻǊ ǘƘŜ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ 

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

REPORT TOOLBOX 

When viewing a report after selecting, setting any filters, and then clicking the Show Report button, you'll see the 

Report Toolbox bar: 

 

¢Ƙƛǎ ǘƻƻƭōƻȄ ōŀǊ ǿƛƭƭ ƘŜƭǇ ȅƻǳ ƴŀǾƛƎŀǘŜ ǘƘǊƻǳƎƘ ǘƘŜ ǊŜǇƻǊǘΩǎ ǇŀƎŜǎΣ ǇǊƛƴǘ ǘƘŜ ǊŜǇƻǊǘΣ ŜȄǇƻǊǘ ǘƘŜ ǊŜǇƻǊǘ ǘƻ t5CΣ 

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

 

Button Function Button Function 

 
Save report as a PDF file.  Go to first page. 
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Print or Fax report.  Go to previous page. 

 
Email report.   Go to page. 

 Zoom 100%  Go to next page. 

 
Show whole page.  Go to last page. 

 
Zoom to page width. 

 
Change zoom factor. 

 
Zoom in. 

 
Page navigator. 

 
Zoom out. 

 
Find text. 

 

Note:  You can also use a different reporting engine for displaying the reports.  The native engine 

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 not have other features available in 

the enhanced engine as seen above. 

SAVING REPORT AS PDF FROM REPORTS TOOLBOX 

To save the report as a PDF document, click on the  icon.  You will see this box: 

 

The File Name ōƻȄ ǎƘƻǿǎ ǘƘŜ ŘŜŦŀǳƭǘ ǇŀǘƘ ŀƴŘ ƴŀƳŜ ŦƻǊ ǘƘŜ ǊŜǇƻǊǘΦ  ¢ƘŜ ŘŜŦŀǳƭǘ ǇŀǘƘ ƛǎ ǘƘŜ άt5C CƛƭŜǎέ ŦƻƭŘŜǊ ƛƴ 

ȅƻǳǊ !ŎŎǳ{v[κ!ŎŎǳ¢ǊŀŎƪ ŦƻƭŘŜǊΦ  ¢ƘŜ ŘŜŦŀǳƭǘ ƴŀƳŜ ƛǎ ǘƘŜ ǊŜǇƻǊǘΩǎ ƴŀƳŜΦ  ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǇŀǘƘ ǳǎƛƴƎ ǘƘŜ άΧέ 

button or by typing a new path.  You can also ŎƘŀƴƎŜ ǘƘŜ ǊŜǇƻǊǘΩǎ ƴŀƳŜΦ 
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¸ƻǳ Ŏŀƴ ŀƭǎƻ ŜƴǘŜǊ ǘƘŜ ŘƻŎǳƳŜƴǘΩǎ ǘƛǘƭŜΣ ǎǳōƧŜŎǘΣ ŀǳǘƘƻǊΣ ŀƴŘ ƪŜȅǿƻǊŘǎΦ  LŦ ȅƻǳ ǿŀƴǘ ǘƻ ǾƛŜǿ ǘƘŜ t5C ŦƛƭŜ ŀŦǘŜǊ 

ǎŀǾƛƴƎ ƛǘΣ ŎƘŜŎƪ ǘƘŜ άhǇŜƴ t5Cέ ōƻȄΦ   

Depending on the PDF viewer you are using, the PDF should open automatically. 
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PRINTING THE REPORT FROM REPORTS TOOLBOX 

You can print the report by clicking on the  icon: 

 

Start by selecting the printer using the Printer drop-ŘƻǿƴΦ  LŦ ȅƻǳ ƭƛƪŜΣ ȅƻǳ Ŏŀƴ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ǇǊƛƴǘŜǊΩǎ 

ǎŜǘǘƛƴƎǎ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άtǊƻǇŜǊǘƛŜǎέ ōǳǘǘƻƴΦ  You can indicate whether you want to make color or black and 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 per ǎƘŜŜǘ ǳǎƛƴƎ ǘƘŜ άtŀƎŜǎ ǇŜǊ ǎƘŜŜǘέ ŘǊƻǇ-

ŘƻǿƴΦ  ²ƘŜƴ ǊŜŀŘȅ ǘƻ ǇǊƛƴǘΣ ŎƭƛŎƪ ǘƘŜ άhYέ ōǳǘǘƻƴΦ 

FAXING THE REPORT FROM REPORTS TOOLBOX 

You can fax the report directly from the Report engine by clicking on the  icon: 

 

Start by selecting your fax driver from the Printer drop-Řƻǿƴ ōƻȄ ŀƴŘ ŎƭƛŎƪ ƻƴ άhYέΦ  ¸ƻǳ ǎƘƻǳƭŘ ǎŜŜ ȅƻǳǊ {ŜƴŘ CŀȄ 

software. Enter the name and fax number of the recipient and enter any other needed fields to send your fax. 
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E-MAILING REPORTS FROM REPORTS TOOLBOX 

You can email the report by clicking on this icon .  You will see this box:  

 

¢ƘŜ {a¢t Ƙƻǎǘ ŀƴŘ ǘƘŜ άCǊƻƳέ ŦƛŜƭŘǎ ŀǊŜ ŦƛƭƭŜŘ ƻǳǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŦǊƻƳ ǘƘŜ ŜƴǘǊƛŜǎ ƛƴ ǘƘŜ /ƻƳƳǳƴƛŎŀǘƛƻƴǎ ҔҔ {ŜǘǳǇ 

ҔҔ 9Ƴŀƛƭ {ŜǘǘƛƴƎǎ hǇǘƛƻƴǎ ǎŎǊŜŜƴΦ  9ƴǘŜǊ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ά¢ƻέ ŦƛŜƭŘΦ  ¢ƘŜ subject is set to the 

ǊŜǇƻǊǘΩǎ ƴŀƳŜ ōȅ ŘŜŦŀǳƭǘΣ ōǳǘ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŀǘ ƛŦ ȅƻǳ ƭƛƪŜΦ  ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŜƴǘŜǊ ŀ // ŀƴŘ ŀ .// ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΣ 

select the message priority, and request a read receipt.  The edit box at the bottom allows you to type in the 

message ōƻŘȅΦ  ¢ƘŜ ǊŜǇƻǊǘΩǎ ƴŀƳŜ ŀƴŘ ŎǊŜŀǘƛƻƴ ŘŀǘŜ ŀƴŘ ǘƛƳŜ ŀǇǇŜŀǊ ǘƘŜǊŜ ōȅ ŘŜŦŀǳƭǘΦ  ²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ 

ǎŜƴŘ ǘƘŜ ŜƳŀƛƭΣ ŎƭƛŎƪ άSendέΦ 

SEARCHING FROM REPORTS TOOLBOX 

You can search for specific text in the report by clicking on the  icon.  You will see the Find box open in the 

bottom left portion of the report viewer screen. 

 

¢ȅǇŜ ǘƘŜ ǘŜǊƳ ȅƻǳ ǿŀƴǘ ǘƻ ŦƛƴŘ ƛƴ ǘƘŜ άCƛƴŘέ ōƻȄ ŀƴŘ ŀƴȅ ŀŘŘƛǘƛƻƴŀƭ ǇŀǊŀƳŜǘŜǊǎΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ άCƛƴŘέ ōǳǘǘƻƴΦ  

AccuSQL/AccuTrack will search for the term and will highlight any occurrences of it: 
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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 to show the 

ǾƛǎƛǘƻǊΩǎ L5Φ  ¢ƻ ǎŀǾŜ ǘƘŜse reporting options, click on the report with RIGHT mouse button and ŎƭƛŎƪ ƻƴ άaŜƳƻǊƛȊŜ 

ǘƘƛǎ ǊŜǇƻǊǘέ 

 
AccuSQL/AccuTrack will show a box that allows you to give a name for this memorized report.  Type in a name that 

ǿƛƭƭ ƘŜƭǇ ȅƻǳ ǊŜŎƻƎƴƛȊŜ ǘƘƛǎ ǊŜǇƻǊǘ όŜΦƎΦ άFormerly Military Zero Visits This MonthέύΥ 
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Next AccuSQL/AccuTrack will ask you whether you want this memorized report to be available to all or just to you: 

 

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

 

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

 

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

QUICK ACCESS TO REPORTS 

!ŎŎǳ{v[κ!ŎŎǳ¢ǊŀŎƪ Ŏŀƴ ƎƛǾŜ ȅƻǳ ǉǳƛŎƪ ŀŎŎŜǎǎ ǘƻ ȅƻǳǊ ŦŀǾƻǊƛǘŜ ǊŜǇƻǊǘǎ ōȅ ŀŘŘƛƴƎ ǘƘŜƳ ǘƻ ǘƘŜ άCŀǾƻǊƛǘŜsέ ƴƻŘŜΦ  ¢ƻ 

add a frequently generated report to the favorite node, click on the report with the RIGHT mouse button and 

ǎŜƭŜŎǘ ά!ŘŘ ǘƻ ŦŀǾƻǊƛǘŜǎέ ŦǊƻƳ ǘƘŜ pop up list: 
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AccuSQL/AccuTrack will prompt you to enter a name for this test: 

 

bŜȄǘ !ŎŎǳ{v[κ!ŎŎǳ¢ǊŀŎƪ ǿƛƭƭ ŀǎƪ ȅƻǳ ǿƘŜǘƘŜǊ ȅƻǳ ǿŀƴǘ ǘƘŜ ǊŜǇƻǊǘ ǘƻ ōŜ ŀŘŘŜŘ ǘƻ ŀƭƭ ǳǎŜǊǎΩ favorite node or just to 

yours. 

AccuSQL/AccuTrack will allow you to enter a tooltip for this report: 

¢ƘŜ ǊŜǇƻǊǘ ǿƛƭƭ ƴƻǿ ōŜ ŀǾŀƛƭŀōƭŜ Ǿƛŀ ǘƘŜ άCŀǾƻǊƛǘŜέ ƴƻŘŜΥ 

 

$  Note: Adding a report to the Favorites branch serves as a shortcut for selecting this report.  

The filters and options of the reports are not saved.  If you need to save these filters and options, 

ǳǎŜ ǘƘŜ άaŜƳƻǊƛȊŜ ǘƘƛǎ ǊŜǇƻǊǘέ ƛƴǎǘŜŀŘ ƻŦ ά!ŘŘ ǘƻ ŦŀǾƻǊƛǘŜǎέΦ  

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 button and seleŎǘ ά/ǳǎǘƻƳƛȊŜ ǘƘƛǎ ǊŜǇƻǊǘέ ŦǊƻƳ ǘƘŜ ǇƻǇ-up menu: 

 

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

 

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

 

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.  The notes below will explain the 

main things you can do with the Report Designer. 
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USING THE REPORT DESIGNER 

 

Report Bands 

The report may consist of several bands: 

1. ¢ƛǘƭŜ .ŀƴŘΥ ¢Ƙƛǎ Ŏƻƴǘŀƛƴǎ ǘƘŜ ǊŜǇƻǊǘΩǎ ǘƛǘƭŜΦ   

2. Page Header Band: This contains fields that appear 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: Contains fields that will be printed under the group. 
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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 band by dragging 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 mouse.  Be careful 

ǘƘƻǳƎƘ ŀǎ ŎƘŀƴƎƛƴƎ ǘƘŜ ƻōƧŜŎǘΩǎ ōŀƴŘ ǿƻǳƭŘ ǇǊƻōŀōƭȅ ƳŜǎǎ ǳǇ ǘƘŜ ǊŜǇƻǊǘΦ 

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 you 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 more objects 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: To delete ŀ ŦƛŜƭŘΣ ŎƭƛŎƪ ƻƴ ƛǘ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά5ŜƭŜǘŜέ ƪŜȅΦ   

REPORT DESIGNER CONTROLS: 

(1) Report Designer Toolbar:  

 

Use this toolbar to launch other Report Designer toolbars:  

Button Function 

 
Launches the Data Grouping Form 

 
Launches the Page Setup form. 
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Launches the Report Controls Toolbar 

 
Launches the Color Palette Toolbar 

 
Launches the Layout Toolbar 

 
Launches the Font Properties Form 

(2) Report Controls Toolbar 

 

Use this toolbar to select or add objects to the report: 

Button Function 

 
Select Objects. 

 
Label 

 
Line  

 
Rectangle 

 
Rounded Rectangle 

 
Picture  

(3) Color Palette Toolbar 
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Use the Color Palette to select colors for the text or other report objects. 

(4) Layout Toolbar 

 

Use this toolbar to align report objects via the following buttons: 

Button Function 

 
Align Left Sides 

 
Align Right Sides 

 
Align Top Edges  

 
Align Bottom Edges 

 
Align Vertical Centers 

 
Align Horizontal Centers 
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Same Width 

 
Same Height 

 
Same Size 

 Center Horizontally 

 Center Vertically 

 
Bring to Front 

 
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: 

 

Use this form to set text properties. 

(6) Page Setup Form 
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Use this form ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǊŜǇƻǊǘΩǎ ƭŀȅƻǳǘ ŦǊƻƳ ǇƻǊǘǊŀƛǘ ǘƻ ƭŀƴŘǎŎŀǇŜ. 
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COMMON CUSTOMIZATIONS WITH THE REPORT DESIGNER 

1) Making a group start on a new page 

1. Click on the Data Grouping icon  

 

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

 

3. /ƘŀƴƎŜ ǘƘŜ άDǊƻǳǇ {ǘŀǊǘǎ hƴέ ŦǊƻƳ άƴŜǿ ƭƛƴŜέ ǘƻ άƴŜǿ ǇŀƎŜέ 

 

4. /ƭƛŎƪ άhYέ 

2) Changing the Logo on a Report 

Use the picture control  from the toolbar and browse to select the image file.  If you like, you can also delete 

the original picture controls on the report header. 
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MANAGING CUSTOMIZED REPORTS 

Previewing the Report 

To preview the report, click on a blank area of the report with the RIGHT mouse button.  You will see a menu pop 

ǳǇΦ  {ŜƭŜŎǘ άtǊƛƴǘ tǊŜǾƛŜǿέ 

 

Saving Changes 

When finished editing, simply close the Report Designer (click the X at the top right of the screen).  

!ŎŎǳ{v[κ!ŎŎǳ¢ǊŀŎƪ ǿƛƭƭ ŀǎƪ ȅƻǳ ǿƘŜǘƘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ƪŜŜǇ ǘƘŜ ŎƘŀƴƎŜǎΦ  !ƴǎǿŜǊ ά¸ŜǎέΦ 

Deleting a Customized Report 

To delete a customized report, click on it with the RIGHT mouse button in the customized reports node and click 

ƻƴ άwŜƳƻǾŜ ǘƘƛǎέ 

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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STUDENT REPORTS 

 

STUDENT LABELS 

 

Purpose: Prints address labels for selected students 

Available Filters: Reporting period, Students, Activities, Student Groups, Lab IDs 

Display Options: None 

Grouped by:  None 

Order: Last/First, First/Last 

Summary Report Type Available: No 

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

ол ŀŘŘǊŜǎǎ ƭŀōŜƭǎ ǇŜǊ ǎƘŜŜǘ ƛƴ ǘƘǊŜŜ ŎƻƭǳƳƴǎΦ  5ƛƳŜƴǎƛƻƴǎ ƻŦ ŜŀŎƘ ƭŀōŜƭ ƛǎ мέ ōȅ нόрκуύέΦ  ¢ƘŜ ƭŀōŜƭǎ ŀǊŜ ŎƻƳǇŀǘƛōƭŜ 

with the Avery 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 that have signed into the selected 

activities, or have signed into the selected local labs. 

STUDENT LIST 

 

Purpose: Shows a list of all students 

Available Filters: Reporting period 

Display Options: Show/hide visitor ID 

Grouped by:  None 

Order: Last/First, First/Last 

Summary Report Type Available: No 

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

¢ƘŜ ǊŜǇƻǊǘ ŀƭǎƻ ǎƘƻǿǎ ǿƘŜǘƘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ƛǎ ŎǳǊǊŜƴǘƭȅ ŀŎǘƛǾŜΦ 

  
























































































































































































































































































































































































