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Report Manager Training — Part 1 Draft v1.0

Objectives

This course teaches how to effectively use Report Manager.
Introduction To Report Manager

Arranging Reports

Simple Report Manipulation

Create a New Report Using an Existing Report
Create a New Report From Scratch

Delete Reports

Charting Data

Sharing Report Data

Administering Report Manager

Resources: Documentation, Tutorial, and Online Help
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Introduction to Report Manager

Explore the User Interface

Let's look at the Report Manager interface to become familiar with the components.

1. Log in to the learning management system (LMS) using your Credit Union Administrator
password.

2. Click the Report Manager Mode icon & at the top of your screen.
3. The Report Manager tutorial automatically opens. For now, close it.

CPDOnline Ve evwe
File Tools Add-Ins | rq? fP [E W |
Report Type: r.
| Learner EI |=
Filter By: ‘
[a [v]

|2 pevelopment Plans

O]
%]

Report: Untitled

Run Existing Report

The Report Manager screen has three areas. At the far left is the Catalog area. At the far right is
the Report Area where the reports can be views as text and numbers and/or graphically. Across
the top is the beige Menu bar.

1. Under Report Type, choose Administrator.
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Report Manager Training — Part 1 Draft v1.0

2. Click the plus sign next to the Registrations folder then choose Yet to be Completed
Exam Enrollments report.

HINT You may see this message. This simply means that the browser must be set up to
accept data to pass freely from the server to the local machine. This message will appear the
very first time a machine is used to access Report Manager. If this message appears, follow
the simple steps outlined in the error message.

CPDOnline AEORPEORPAS

File Tools Add-Ins || @ Iﬁ ﬂl

Data Access Pages has detected that your IE security settings will not allow you to access data from a l:

Report Type: site considered to be insecure.
1Administrator |E] E A
In order to access the data contained within the Data Access Page, you need to:
Filter By:
IA" |.:] 1. Start IE

© pe ISR PIERS 2. Choose Internet Options from the Tools menu
v
® h_j Evaluations [1] 3. Click on the "Security” Tab
=20 Registrations [2]
lD Tsraa?;?rlwz %i%'f;ﬁ;'g:_s for 4. Click on the "Trusted Sites" icon
(L} Yet to be Completed :
Exam Enrollments S. Click on the "Sites..." button

D Skills and Competencies

{1}

6. Uncheck the "Require server verification (https) for all sites in the zone" checkbox

7. Add "https://totalrm2stage.sumtotalsystems.com/cunaaffiliatesstage BIP/
(3wkiciuci2eua5ig01k5gh55)/BIPDefault.aspx?
2=181655&t=20061023134415&a=MY8htUOC4c8cMTORGHSG81%2B74bs8%
3D&m=31&l=/cunaaffiliates/lang-en/&st=ugB13ifiNgP2NOMsG4wvEBOPvvB8%3D&s=18ViewID=02" as
a trusted server

8. OK the dialog

9. Try to open the Data Access Page
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Report Manager Training — Part 1 Draft v1.0

3. The report appears.

CPDOnline VoW ww
File Tools Add-Ins 1% o [& @ |
Report: Yet to be Completed Exam Enrollments O} ]
B[ &[0 | 2) 5| > K % |~ i § | % |5 E &
Report Type: — S — — o - -
] : Completion Status v | ‘
| Administrator [v] Not Completed | ‘
Filter By: Drop Column Fields Here \
[ai [v] ||UserName | [Actiity Code v |ActivityName  ~/|Attempt Start Date v
| == Doe, Jane X R101CEC Truth in Savings - NCUA Part 707 8/15/2006 }
B9 pevelopment Plans ‘ R101CEC Truth in Savings - NCUA Part 707 8/14/2006 }
B8 Evaluations [1] : | | R101CEC Truth in Savings -_NCUArPan 707 8/15/2006 ‘ |
2D Registration; 21 Eight, Learner :{ Money and Negotiable Instruments 9/13/2006 1 3
) sample Registrations for || Eight, ManagerXi R101CEC Truth in Savings - NCUA Part 707 8/23/2006 ‘
Training Coordinator R101CEC Truth in Savings - NCUA Part 707 8/23/2006 1
DiYekohecompletgdas|| || RIDICEC  Tnihin Saings - NCUA Part 707 8/23/2006 !
o oam Eneollments _ |[Smith, Sandy [ A1002X _ CU Sales FINAL EXAM 8/15/2006 |
petencies |ISmith, Suzie *| R101CEC Truth in Savings - NCUA Part 707 8/15/2006 \
| R101CEC Truth in Savings - NCUA Part 707 8/29/2006 ‘
R101CEC Truth in Savings - NCUA Part 707  8/29/2006 ‘ g
i R101CEC  Truth in Savings - NCUA Part 707 _8/15/2006 _i
Student, Joe f R101CEC Truth in Savings - NCUA Part 707 8/15/2006 1
R101CEC Truth in Savings - NCUA Part 707 8/15/2006 }
R101CEC Truth in Savings - NCUA Part 707 8/15/2006 }
R101CEC Truth in Savings - NCUA Part 707 8/15/2006 }
R101CEC Truth in Savings - NCUA Part 707 8/15/2006 ‘
R101CEC Truth in Savings - NCUA Part 707 8/15/2006 ‘
R101CEC Truth in Savinas - NCUA Pad 707 8/15/2006 ‘ v

Catalog Area

The Catalog area displays the Report Type, Filter By, and Folders. Report types categories items.
Report type drives the set of folders and therefore the reports available. Although any report may
be placed under any report type, reports should be placed in the report type that makes most
sense.

The Filter By drop down list box controls what the reports are viewed below — all, public only,
private only, or by name (which allows for a search for words contained in the report name).

The folders further categorize the reports.

Report Area

Half of the Report Area (by default the top half) will display the text and numbers related to the
report. The other half of the Report Area (by default the lower half) can display the report
graphically such as by bar chart or pie chart. The report may be manipulated in either area; a
change in one area is reflected automatically in the other.

Top Menu Bar

The top menu bar is used to perform tasks such as saving the report, importing reports, or set
preferences. We'll go into more detail later.

Also on the top menu bar are icons that control how Report Manager is displayed.
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l:E'\“:|Shows or hides the Catalog area of Report Manager.
Shows or hides an Add-In area of Report Manager.

E% Shows or hides the text and numbers area of the report.

M shows or hides the graphical area of the report.

HINT What is in focus (clicked on) or selected in the report area makes buttons on the toolbar
enabled or disabled.

Below is each icon with a function description.

B8 About — displays information about Microsoft Office Web Component (OWC) including version
installed.

&) Print — prints the report.
Print Preview — allows a preview of the report before printing (using Microsoft Excel).
Copy — allows you to copy a set of reports.
2l Sort Ascending — sorts records in an ascending (A to Z) order.
a4 sort Descending — sorts records in a descending (Z to A) order.
AutoFilter — toggles between showing all data and showing only filtered data.

" Show Top/Bottom Items — Shows a specified percentage or number on top or on bottom of

the list.
Z= AutoCalc — allows creation of total fields such as the sum, count, minimum, maximum, etc.

Subtotal — Hides or shows the subtotals or grand totals for a column or row.
Iculated Totals — allows you to specify a computation to display on the report.
%: Show As — Shows values as a percentage rather than a number.

~= Collapse — Hides lower level items for a column or row.

wE Expand — Shows lower level items for a column or row.

1B Show/Hide Details — Hides or displays details for a column or row.

! Refresh — refreshes the report. May take several minutes depending on the report and the
report cannot be interacted with while refreshing.

% Export to Excel — exports data to an Excel spreadsheet.

Commands and Options — opens or closes the Commands and Options window.
&l pivotTable Field List — opens or closes the Pivot Field List.

@ Pivot Table Help — opens or closes the help specific to creating and modifying pivot
tables.

Arranging Reports

Let's explore the different ways you can organize reports including creating a report type and a
new folder. We'll also discuss public v. private reports and what data you or others may see in
reports.

Report Types

Four report types are created by default — Learner, Instructor, Manager, and Administrator. You
are able to create you own private Report Type.

1. Under the File menu, choose New, then choose Report Type.
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2. Type a unique report type name (add initials and an underscore to the front of the report
type name) and click Add.

3. Click Close.

4. Notice a new report type displays in the Report Type drop down list box. This is a private
report type which means only you can see it.

Create your own Folder

You may also create your own private folder.
1. Choose the Report Type in which the new folder should be created.
2. Under the File menu, choose New, then choose Folder.
3. Type a unique folder name (add initials and an underscore to the front of the folder
name) and click Add.
4. Click Close.

Private v. Public Reports

Above, we have mentioned that report types or folders may be private. You have permissions to
create new report types, folders, and reports as well as the ability share them with other
Administrators.

Viewable Report Data

Credit Union Administrators (CU Admins) can view everyone at their Credit Union. This means
that if a CU Admin runs a report to see who has completed a certain learning activity, the only
people who appear in the report are people at their credit union. The CU Admin cannot see
people from another credit union even though they have also completed that same learning
activity.

Additionally, CU Admins can see only learning activities of the type:
v' CU Express Activity
v" CUNA Course
v CUNA Exam

Simple Report Manipulation

Let's make some modifications to an existing report by moving some report objects around then
adding a field and using it as a filter.

Move Report Objects

1. Under Report Type, choose Administrator.

2. Click the plus sign next to the Registrations folder then choose Yet to be Completed
Exam Enrollments report.

3. The report appears.

4. Try moving objects around on the screen.

5. Try removing the Registration Status field off the report.

Add Filters and/or Fields Using PivotTable Field List

Replace the Registration Status Field
Let’s replace the Registration Status field as a filter.

Page 6 of 22



1. Click the PivotTable Field list icon Bl on the tool bar. This field list shows all the fields
available to use within this report. Fields not in this list are not available to use in this
report.

HINT The PivotTable Field list appears at first to be in alphabetical order, but it is not.

2. Be sure the Registration Status field is removed. To remove it, scroll to about the middle
of the PivotTable Field list, select Registration Status and drag and drop that onto the
filters area just below the toolbar.

Add a New Filter

Scenario: Let's say you now need to filter by manager. This means the Manager Name field must
become a filter for the report.
1. In the PivotTable Field list, find and select Manager Name.
2. Drag and drop Manager Name into the filter area just under the toolbar in the report
area.
3. Click the down arrow next to the Manager Name filter.
4. Click All. Notice that clicking all selects or deselects all options.
5. Select only a few managers and click OK. Notice the report results change from showing
all users to only those users who have the manager selected above.

HINT When a filter has specific items selected the text below the filter changes to
indicate what is selected. For example, text below the Manager Name filter changes from
All to (Multiple Items). Additionally, the arrow icon next to the filter name changes from
black to blue when a filter is applied.

6. Click the AutoFilter icon to see how it toggles from no filters to applying the selected
filters.

Add a New Row

Let's say we'd like to add a see the user’s primary job next to the user name.
1. In the PivotTable Field list, find and select User Primary Job.
2. Drag and drop User Primary Job to the left of the User Name. Be sure the blue highlight
has a top and bottom horizontal line that point towards the User Name before dropping.

Naming Conventions during Class

You will be directed throughout this course to create items. Every item should start with your
name or initials, then an underscore so others can identify the item and who it belongs to. A
report named “Registration Status Report” should be named by an individual user as, for
example, “Training Coordinator’s Registration Status Report.”

Create a New Report Using an Existing Report
Let’s look at the Registration Status Report, modify it significantly, then save it out to a new
name as our own private copy.

1. Open an Existing Report

2. Click the Report Manager mode icon & at the top of your screen.

3. The Report Manager tutorial automatically opens. For now, close it.
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Under Report Type, choose Administrator.

Click the plus sign next to the Registrations folder then choose Registration Status
Report.

6. The report appears similar to the one shown below.

m

vk

. ™™
CPDOnline @Y e
File Tools Add-Ins HESR RN
Catalog =] B | Report: Registration Status Report (Private) O} x]
ReparEiine: BER( B 4ZFY>-a8% (=< E! (% BEa|d
e |[Root Activity Name ¥
| Administrator Ivl R |
[ ] |fa
Filter By: - vrop Lol
A v] ||User Manager Name ~ No Totals|
— ||(Blank) |
" +
|2 pevelopment Plans Two. Manager =
® 2 Evaluations [1] Alexander, Jan A.. .;j
|2 1rene's Sample Folder T:en‘ Manag‘ef =l
(Private) Five, CUAdmin £
=2 Rregistrations [5] Baker. Jennifer C.. Z|
,L) Registration Status Eight. CUAdmiIn 'EI
~ Report (Private) S =
() Sample Registrations for E'QhL,Ma"?Qe' 1=l
= Training Coordinator Allirose, Marion M.. t
© frer Pass/rail Report || Seven, CUAmin |
() User Pass/Fail Report with |[Five. Manager Bl
_ Chart (Private) One, Manager +
() Yet to be Completed Smith. Suz -+
Course Enrollments mlt : !"Z'g :
2 skills and Competencies Six, CUAdmm =
Ten, CUAdmin B
Grand Total B

Ascending and Descending Order

Notice the User Manager Names are seemingly in a random order. Let's try sorting the data.

7. Click on the column titled User Manager Name.
8. Click on the Sort Descending icon &1 to sort the manager’s hames in descending order.
9. Click on the Sort Ascending icon 2l to sort the manager’s names in ascending order.

Finish Creating Report

Let’s now finish the report by adding the Registration Status columns.

10. Click on the Field List icon B to view fields available for this report. HINT Only fields
available in this data source are visible.

11. Drag and drop the Registration Status field onto the “Drop Column Field Here” area.
Notice the registration status values of Cancelled, Completed, and Registered appear.
[Click on the blue arrow icon next to the words Registration Status to see all values
available. Notice only some are selected.]

Use AutoCalc Feature

Notice No Totals appears towards the center of the report. That's because we have not yet
specified what we want to total. Let’s specify that we'd like to see a total count of users (by
manager) who have cancelled, completed, or registered for all learning activities.
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12
13.

Click on the header name Registration Status.
Click on the AutoCalc Z= icon and choose Count. Now the count for each registration
status appears.

[P—— e Eg S|
CPDOnline DY
File Tools Add-Ins 1% o (i |
Report: Registration Status Report (Private) BE
o Beld|®| il g=>a®% | ==m|! |% Ea |0
T . ||Root Activity Name ~
| Administrator Il |jau i
Filter By: Registration Status v
[ai v Cam:elled Cnmpleled Reglstered Gvand Total
o User Manager Name v Count of Registration Status (2) Coum of Registration Status (2) Count of Registration Status (2) Count of Registration Status (2)
&) Development Plans (Blank) |38 188 95 321
# 0 evaluations [1] Alexander. Jan A % 12 16 28
(prdt Irene/sSample Folder Allirose, Marion M 25 16 6 27
= ‘:,I_a) eﬂeg Satieasfe) Baker. Jennifer C.. % 12 2 14
istrations [S 5
() Registration Status Eight. CUAdmin A7 " 18
Report (Private) Eight, Manager 2 5 5
(L) Sample Registrations for  ||Eye CUAdmIn 55 13 18
Training Coordinator A z
) User Pass/Fail Report Five, Manager = 2 2
(UP”VE;E‘ o i One. Manager 27 34 2 63
O User Poss/rail Report with |geyon, CUAdmn |22 3 5
(&) Yet to be Completed Six, CUAdmin 2 9 1 10
Course Enroliments Smith. Suzie +10 17 27
D skills and competencies  ([Ten CUAdMIn 15 1 2 28
Ten, Manager 2 4 4
Two, Manager 2 7 2 9
Grand Total *109 355 135 599

Group Rows or Columns

A great feature of Report Manager is that rows or columns can be grouped any way you choose
even if the grouping is not in the data. For example, data can be grouped by region, by quarter,
by manager type, etc. Let's say we want to group managers into three sets — Teller Manager,
Credit Union Manager, or Unspecified Manager.

14.

15.

16.

Click on the name of one of the managers, hold the Control (Ctrl) key down on your
keyboard and select several more manager names.

Once several manager names are selected, right-click over one of the names and choose
Group Items.

Lists will be expanded. To collapse them, click the minus sign below each registration
status values.

‘ Registration Status v |

d |Com
=]
Name |s Ya Count | |Reg

b b el oy o

HINT What do the many ones represent? The list of ones appears due to the way the
data source was written. If various learners under a certain manager cancelled out of
activities three times, three ones appear for that manager under the cancelled value. The
total we saw earlier just totaled up the ones for us, now we are seeing the “raw” data.

Now let’s repeat that process to create a second group of managers.
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17. Click on the name of one of the managers in the “Other” group. Hold the Control (Ctrl)
key down on your keyboard and select several more manager names from the “Other”
group. Leave at least one manager unselected.

18. Once several manager names are selected, right-click over one of the names and choose
Group Items.

Now let’s name each group. To do so, we'll use the Commands and Options window which
we will discuss in detail later.

19. Right-click over the words Groupl and choose Commands and Options.

20. In the Commands and Options window, click the Captions tab.

21. Under Caption, replace the word Groupl with Teller Manager.

22. Leaving the Commands and Options window open, click on the word Group2 on the
report itself.

23. In the Commands and Options window, under Caption, replace the word Group2 with
Credit Union Manager.

24. Leaving the Commands and Options window open, click on the word Other on the report
itself.

25. In the Commands and Options window, under Caption, replace the word Other with
Unspecified Manager.

26. Close the Commands and Options window.

27. OPTIONAL Click on the header User Manager Name then click the Sort Ascending icon 2l
to place the managers in ascending order.

Save the Modified Report

Let’s save this modified report under a new name and leave it as a private report.

28. Under the File menu, choose Save As.
29. In the Report Name field, type your name then Registration Status Report and click Save.

HINT Be sure to provide a good name for the report. The name is what allows you (and
others if it is public) to understand what this report shows and how it is different from other
reports.

Modifying without Saving

If you make changes to a report, then navigate away without saving, no modifications are saved
and the report is back to they way it was after the last save. This can be both advantages and
disadvantages. You could spend an hour making changes to a report and have it just right. If you
don't save it before navigating away, all the changes are lost. Then again, if you make changes
to a report and can't figure out how to get it back, navigating away puts it back in the last saved
state.

As a best practice, save the report often — perhaps every 5 or 10 minutes — as long as you like
the way the report is developing. That way, if the report gets messed up, you can get back to the
last (quite recently) saved state. Additionally, you can set a user preference for Report Manager
to prompt you to save your changes as you navigate away from a report or create a new report.
(Under the Tools menu, choose User Preferences. Check the box for Alert on Unsaved Reports
and click Save.
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Create a New Report

Let's try creating a brand new report from scratch like the one entitled “User Pass/Fail Report.” At
first, the blank report looks very different from the existing reports we've used so far, but it will
soon seem familiar. Additionally, we'll set server-side filtering and add all fields including totals
then make it public, sharing with a specific audience.

Preview Report

Below is an image of the report we are going to create. HINT When creating new reports from
scratch, have an existing or similar report on hand (if possible) which will be enormously helpful
to refer to for details.

: L
CPDOnline @YY@
File Tools Add-Ins S @ (M |
e -
SR || HEIFT>>-EE% |=Z2E ! | % Ba
Report Type: — E ]
S . ||Root Activity Name ~ |
Administrator I e —
Filter By: N |Attempt Success ¥ - -
e |Pass |Fail |Grand Total
| All v || y [+1= i L= |
, Years  v[UserName ~ Count of Registration Status|Count of Registration Status| Count of Registration Status
D pevelopment Plans B2006  Aaron, Ashley B [*/10 2 12
# 2D Evaluations [1] lAﬂaron"C’ami D.. 2 8
CI Irene's Sample Folder |Adams, Laverne M__1%| 10
(:\r:gte;egidration: (61 AdamssLaveme 7 B 2 :
(i Irene's Regi'st-ration Status |Allirose, Marion M.. : 10 10
™ Report (Private) |Allison, Anna 10 10
(L) Registration Status Report |Altman. Patricia A._ %110 10
(Private) I L =
(£} sample Registrations for |Arnold, Elizabeth =l 6
= Training Coordinator |Atteberry, Margaret |+ 4 4
e e eaen Aviles, Lilan A %8 8
(L) User Pass/Fail Report with |Baker, Jennifer C.. 1+ 4 4
— Chart (Private) [Fi 1
(&) Yet to be Completed F!ke' fioatie ':“2 :
_ Course Enrollments ,F!Shbume* B_ :7]2 2
I skills and Competencies Five, ,CUAdm'n ‘::2 2
|Six, Leamner 2 2
Total 92 6 98
Grand Total {92 6 98.

Create a New Report

Let's begin creating the new report.

1. Under the File menu, under New, choose Report.

2. Inthe New Report window, select the data source Activity Registration: Administrator
then click OK.

3. In the Save Report window, in the Report Name field type your name then User Pass/Fail
Report and click Save.

Server-Side Filtering

Before a report can be run, server-side filter criteria is requested. The filter criteria decrease the
number of records from everything available in the data source to just the records you need.
“Server-side” means the data is narrowed down on the server before the report appears on your
local machine. Fewer records returned means the report runs faster for anyone accessing it. Add
filters as much as makes sense for the report purposes.
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Filter Criteria @

Define the filter criteria to limit the amount of data included in the report.

Report:

Irene's User Pass/Fail Report
Report Type:

Administrator

Folder:

Registrations

Define Filter Criteria
Define filter to restrict Activity.

Edit Filter

Define filter to restrict User.

Edit Filter

Estimated Number of Rows
ITotal without any filters: 55781.

d/Total with filters: No filters are defined.

Notice the estimated number of rows listed towards the bottom of the Filter Criteria window. It is
recommended that the Total with filters should be not exceed about 50,000 records otherwise
the report may not run at all. Data returned can be restricted by activity or by user. For this new
report, we will not set any filters, but let’s explore the server-side filters that can be set.

4. Under Define filter to restrict Activity, click Edit Filter.

Activity ®

Please enter the criteria to filter the output of this report.
Click Save to save the filter.

Activity Name Activity Code e
| Begins With ‘i| ‘Begins With l[
Activity Label Activity Description
Select... 3_*_/__' Begins With Y_I
Domain Name Domain Code
| Begins With i| Begins With :J

Activity Start Date

Between
[#F¥| and
Activity End Date
Between
Evl and v

[ Save ] [ Cancel ]

Notice the activity can be restricted by hame, code, label, description, domain name or
code, or activity start or end dates.

b

Click Cancel.
6. Under Define filter to restrict User, click Edit Filter.
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User

Please enter the criteria to filter the output of this report.
Click Save to save the filter.

User First Name
Begins With

%

Manager First Name
Begins With v

Job Name

Begins With %

Job Code

| Begins With 184

Organization Name
| Begins with I

Domain Name

[ Begins With >

Organization Code
Begins With R4

Domain Code

©

Draft v1.0

Begins With iv

User Code

Begins With

| Begins with v

User Status
Select...

v

User Start Date
Between

Er Rl
User Name User Number
| Begins With %

Begins With v

Cancel

Notice the user can be restricted by name, manager, job, organization, domain, code,
status, start date, username or user number.

Click Cancel.
In the Filter Criteria window, click Run Report. A blank report appears.

o N

CPDOnline AEOLPLD

File Tools AddIns  ||® oF (R (@ |
Report: Irene’s User Pass/Fail Report (Private)
Report Type:
[ Administrator E
Filter By: ‘f
[l [v]

Fields }

@ Development Plans - Urop Totals or De
® 3 Evaluations [1]

] Irene's Sample Folder
(Priyate)

D Registrations [7]
© Skills and Competencies

Drop Rov

Add Filter, Column, Row, and Total Fields

Remember the report previewed above? The Filter Field is the Root Activity Name; the Column
Field is Attempt Success (shows pass or fail); the Row Fields are User Name and Year; and the
Total Fields shows the total count of passed or failed. Let’s use the PivotTable Field List to drag
and drop the fields in the correct location.
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9. Click the Field List icon Bl on the Report Area toolbar. HINT Remember the field list is
NOT in alphabetical order.

10. From the Field List, drag the Root Activity Name field and drop it onto the words “Drop
Filter Fields Here.”

11. From the Field List, drag the Attempt Success field and drop it onto the words “Drop
Column Fields Here.”

12. From the Field List, drag the User Name field and drop it onto the words “Drop Row
Fields Here.”

13. In the Field List, click the plus sign next to the Activity Start Time By Month then drag
the Years field and drop it to the left of the User Name row fields.

14. From the Field List, drag the TotalCount field and drop it onto the words “Drop Totals or
Detail Fields Here.”

15. Select the Attempt Success header.

16. Click the AutoCalc icon Z= and choose Count.

17. Collapse the Fail, Pass, and Grand Total columns by clicking the minus sign under each.

Filter Data Displayed

The report is closer to the desired report, but displays too much data. A filter needs to be added
to the Attempt Success field and the Years field.

18. Click the black down arrow next to the Years header.

19. Uncheck the checkbox next to (Blank) leaving only 2006 checked then click OK.

20. Click the black down arrow next to the Attempt Success header.

21. Uncheck the checkbox next to Unsupported Value leaving only Pass and Fail checked
then click OK. HINT Notice that the arrow next to filtered headers turns blue when a
filter is applied.

Move Columns

Move the columns so that Pass shows first, Fail second, then the Grand Total.
22. Click the column header name Fail.
23. Drag and drop the Fail column to the right of the Pass column.

Verifying Report Data

Now is a good time to stop and discuss the data displayed in the report. In the report displayed
below, the user Ashley B. Aaron, in the year 2006, passed 10 activities and failed 2. Keep in
mind, the totals displayed will depend on how the data source is written. The learner may have
registered for 9 activities, one of which they took twice, and two of which they first failed then
later passed. That's a total of 12 attempts, not 12 separate activities. Be sure to verify that the
data on the report displays or calculates as desired.
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" , ,";)
CPDOnline Q9w e
File Tools Add-Ins |75 o | (@ |
T p—— o
R ancet Tymes RN AR R B o |=2 2z @ | § | %
v . ||Root Activity Name v |
Administrator [v] Al e ‘
Filter By: |Attempt Success ¥
N ;E’_:-iss ;Ea_il l(*?;‘r_and Total |
; Years v |User Name v |Count of Registration Status|Count of Registration Status| Count of Registration Status
E D Dpevelopment Plans B2006 |{Aaron, Ashley B.. *10 2 12
#0 evaluations [1] |Aaron, Carol D.. %6 2 8
D Irene’s Sample Folder |Adams. Laverne M__1*/10 10
(Private) ples=ss =&
=2 Registrations [6] :Ad?mss, La\{erne '_36 2 8
() Irene's Registration Status Allirose. Marion M.. | 10 10
— Report (Private) |Allison. Anna | 10
(L) Registration Status Report 'Ahmar'. Patricia A 10
_ (Private) —
(L) Sample Registrations for |Amnold, Elizabeth 5| 6
-, Training Coordinator |Atteberry. Margaret * 4 4
| User Pass/Fail Report S S
i Ailes. Liian A %8 8
(L) User Pass/Fail Report with |Baker. Jennifer C.. [*4 4
— Chart (Private) IEike Honth B |
(&} Yet to be Completed kae' Hga'(her D ';‘2 2
— Course Enrollments -FHSht—'qme'-B} 52 2
I3 skills and Competencies Five, CUAdmin (2 2
|Six, Learner =2 2
| Total 92 6 98
Grand Total 92 6 98

Control Viewability by Job, Manager, or Individual

Let's save this modified report under a new name and leave it as a private report.

24. Under the File menu, choose Save.

25. In the Catalog area of the screen, right-click over the new report and choose Properties.

26. In the Report Properties window, uncheck Private and choose Next. Notice the report
audience may be the same as the parent (the folder’s audience or the report type’s
audience if no folder audience is specified) or a specified audience.

27. In the Audience Criteria window, check the box next to Job Categories and click Next.

28. In the Audience Definition (Select job categories) window, choose Loan Processor. Notice
the Shift key or Control key allows selection of a list or multiple individual items.

29. Click Next.

30. Click Show Qualifying Users to see a list of all users that meet the criteria defined. Close
the window when done.

31. Click Finished.

HINT A shared report can be modified by anyone who can see it (if they have rights to
modify reports). They can save their modified report to a new name. Only an owner of a
report can save modifications to it.

Delete Reports

You are allowed to delete you own reports, but unable to delete reports owned by anyone other
than yourself.

Delete a Report

Let's delete the report we modified at the beginning of this lesson. HINT Deletion of a report is
NOT recoverable. There is no Undo button.

Page 15 of 22



Report Manager Training — Part 1 Draft v1.0

1. In the Catalog area of the screen, right-click over the report entitled “[your name]

Registration Status Report” and choose Delete.
2. You are prompted to confirm deletion, click Yes.

Charting Data

Open an Existing Report

Let's begin by opening an existing report. This report has been prepared as an example where
the data is complete; our goal is to create a chart for this data.

1. Click the Report Manager mode icon @ at the top of your screen.
2. The Report Manager tutorial automatically opens. For now, close it.

CPDOnline VYL YW

File Tools Add-Ins |I§ @ [E Wl
o B
Report Type: &
[Caarmer = i
Filter By:
[ ———— ]

= Development Plans

3. Under Report Type, choose Administrator.
4. Click the plus sign next to the Registrations folder then choose Pass/Fail Report by

Month.
5. The report appears similar to the one shown below.
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CPDOnline NEOEORS

File Tools Add-Ins I

Blaekh:flZlpelza@% |=+«<E|! | ¥ Ea O

Report Type: —
Root Activity Name v
[ Administrator E All
Filter By: A pt Success ¥ [
[All [v] 53_?9 fl«?l_!! ﬁr_a‘nd Total
Years ~ IMonths |Count of Registration Status| Count of Registration Status| Count of Registration Status
© Development Plans 12006 Aug*30. 30
=] D Evaluations [1] Sep 6. 6
2@ Registrations [7] Oct 54 54.
B (F;aris\fé::;l Report by Month Nov %12, 6 8
(£} Registration Status Report Total [*92. 6. 98.
(Private) +
Sample Registrations for Grand Total =192, 6. 98:
Training Coordinator

5} test (Private)

(L} User Pass/Fail Report
(Private)
User Pass/Fail Report with
Chart (Private)

£} Yet to be Completed
Course Enrollments

2 skills and Competencies

Create Report Charts
Using the existing report, let's have the corresponding chart appear then we’ll modify it a bit.

6. On the top menu bar, click the graphics button (i} so the Chart Area of the screen
appears.

7. On the Chart Area toolbar, click the Commands and Options icon .

General | Border Fill | Data Details | Type | Series Groups | Show/ride |

General commands
o | % @
Select: | Chart Workspace ]

Add
Multiple Charts: [ 757

Chart
Qverlap: I-O— Gap depth: |—
Gap width: 150 Chartdepthy [0
Wall Thickness; I—

8. Click the Data Details tab.

9. Check the checkbox next to Plot detail records. A Microsoft Office chart prompt appears.

10. Click Yes.

11. Uncheck the checkbox next to Plot detail records. A Microsoft Office chart prompt
appears again.

12. Click Yes again. The chart redraws as desired.

Page 17 of 22



Fine-Tune the Report Properties

Now that the chart has appeared, let’s use the Commands and Options window to modify some
of the chart properties. We'll cover common tasks performed within that window to become
familiar with it.

Below is an example of the result of the changes we’ll make with the chart — add and format a
title, modify colors and patterns of the bar chart itself, and show the legend.

Report: Irene's 2006 User Pass/Fail with Chart (Private) (O} ]

Attempt Success by Month in 2006

'Root Activity Name ¥
All

Count of Registration Status

60

40

'Attempt Success ¥
20 O Pass
| Fail
J = — =
Aug Sep Oct Nov

Years ¥ ' Months

Title
Add a title to the top of the chart.

1. In the Commands and Options window, click on the General tab.
In the middle of the dialog box, click on the Add Title button .
In the Chart Area itself, click on the words Chart Workspace Title.
In the Commands and Options window, click the Format tab.
Change the caption to “Attempt Success by Month in 2006.”
OPTIONAL Change font type, font style, and color, if desired.

ounkwnN

Colors
Change the colors used in the chart.
1. Leaving the Commands and Options window, click on the gray area of the chart.
2. Click on the Border/Fill tab.
3. Under the Fill area, click on the paint bucket icon = and choose another color such as
plum.
4. Drop down the Fill Type list box and choose Gradient.
5. Leaving the Commands and Options window, double-click one of the bars that appears in
the chart.
6. Under the Fill area, click on the paint bucket icon = and choose another color such as
navy.
7.

Legend
Display the legend at the middle right.
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1. Hide or show the legend by clicking on the =l icon on the menu bar in the Chart Area of
the screen.

Save the New Report

Let's save this modified report under a new name (leaving it as a private report).
1. Under the File menu, choose Save As.
2. In the Report Name field, type your name then Pass/Fail Report by Month with Chart.

N

()
Save Report @

To save the report, enter a report name, select the report type and folder
and click Save.

Report Name:
ic_2006 User Pass/Fail with Chart
Report Type:

| Administrator V\
Folder:

Registrations |
O Make this the default report in folder

[ save | [ cancel |

HINT Be sure to provide a good name for the report. The name is what allows you (and
others if it is public) to understand what this report shows and how it is different from other
reports.

Sharing Report Data

Send a Report URL to Others

You can share this report with others and let them know by sending them an email containing
the URL to the report. The recipient can click on the URL and view the report.

Keep in mind:

v" Recipients of the email must be able to access Report Manager mode (they must enter
their log on name and password) and have the appropriate role in order to view the
report.

v' The report must be public so others can view it.

v All the rules about data visibility apply when viewing a report through a URL. Therefore,
if you can see 50 users, but the email recipient can only see 10, their report will show
only those 10 users.

v" The Send URL feature does not work properly with Outlook 97; you must use a more
recent version of Outlook.

To mail a report URL:
1. Make sure it is a public report.
2. Under the File menu, choose Send URL. A new email message appears (using your
default email client) and the body of the message contains the report URL.
3. Enter the email addresses of the recipients.
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4. Change the body text as desired.
5. Send the message.

Distribute Whole Reports to Others

If your report is shared with other users who do not have the same view rights as you and they
view the report online, the data displayed may be different. If you want to share the report
exactly as you see it, you can print the report or export it to Excel.

Under the File menu, choose Print.

Select to print either the PivotTable or the Chart.

Click Print.

The PivotTable option exports the table to Excel. You can save the file or print using
Excel’s print feature.

5. The Chart option saves the chart to your local drive as an image called
BIPChartImage.gif. Once you click Yes to save the image, a Print dialog box displays.

AN

Administering Report Manager

In Report Manager, you are able to create our own report types and folders which you can leave
as private or make public. We'll try doing that then try setting user preferences.

Add and Share Report Types

Let's begin by creating a new report type.
1. Under the File menu, under New, click on Report Type.
2. Inthe Manage Report Types window, type a new report type name (be sure to start the
name with your name or initials) in the field at bottom then click Add. If you did not use
a unique name, you may get an error specifying the Report Type name must be unique.
HINT Notice this is the screen where you are able to delete Report Types you own.
3. Click Close.

By default, the report type will be private. To make it public:
4. In the Report Type drop down list box, choose the newly created report type.
Under the File menu, choose Properties.
Click Show next to the newly created report type.
In the Report Type Properties window, uncheck Private.
Click Share with everyone and click Submit.
Click Close.

LN

Add and Share Report Folders

Now try creating a new folder.

10. Under the File menu, under New, click on Folder.

11. In the Manage Folders window, type a new folder name (be sure to start the name with
your name or initials) in the field at bottom then click Add. If you did not use a unique
name, you may get an error specifying the Report Type name must be unique. HINT
Notice this is the screen where you are able to delete Report Types you own.

12. Click Close.

By default, the folder will be private. To make it public:

13. Right-click over the newly created folder and choose Properties.
14. In the Folder Properties window, uncheck Private.
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15. Click Same audience as parent and click Submit. This means the audience will be the
same as the Report Type under which this folder lives.

Delete a Report Folder

To delete a report folder:
1. Right-click over the folder you just created and choose Delete. A dialog box appears
asking you to confirm you want to delete.
2. Click OK. The folder is deleted.

HINT You are unable to delete folders that contain one or more reports. You must first delete
the reports in the folder (which you can do only if you own those reports) before you can delete
the folder itself.

Delete a Report Type

To delete a report type:
1. Under the File menu, under New, click on Report Type.
2. In the Manage Report Types window, select the newly created report type name and
click Delete. A dialog box appears asking you to confirm you want to delete.
3. Click OK. The report type is deleted.

HINT You are unable to delete report types that contain one or more folders. You must first
delete the folders (and to do that, you must first delete reports in the folder which you can do
only if you own those reports) before you can delete the folder then the report type.

Set User Preferences

User Preferences allows you to specify the way you prefer to have the interface displayed. See
the help file for a chart on each preference on the screen below. To access this screen, under the
Tools menu, choose User Preferences. HINT You can turn on an alert to warn you of unsaved
reports when you try to create a new report or access an existing report without saving the
changes to the report being displayed.

@

User Preferences

[¥] Synchronize Chart and Pivot Table Controls
Show OWC Toolbar

Show Chart Toolbar

Use Server Formatting

Use Server Colors

[Jalert on Unsaved Reports

Access Mode: pger User

Locale: [c [+]

[ Save ][ Cancel ]
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Resources: Documentation, Tutorial, and Online Help

There are three main ways to get help in Report Manager. This documentation shows you the
basics of using Report Manager. Whenever Report Manager is opened, the Report Manager
tutorial appears. Online help provides an excellent reference for specific questions about using

Report Manager.
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