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How to Run Ad Hoc Reports

Article # 2039

Procedure
Using the Report Widget on the Application Toolbar

The report widget is the easiest way to access Ad Hoc Reports. It displays on the
Studentinformation toolbar or on certain application screens.

Note: The widget does not work if you have the Ad Hoc Report Designer open or do
not have the proper securities to run the reports.
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Studentinformation > Local > Ad Hoc Reports

1. Click on the widget to display a list of all available reports.

Attendance =
Daily Period Attendance

Eligibility

End Of Course Performance Summary

EMIS

EMIS Admission Calendar Comparison

Period G Core Summary

Preschool Student Coding

State Assessment Below Reported Score Report
Siate Assessment Below Scaled Score Beport

2. Select the report you wish to run.

3. The report executes in a new report window. Daily Period Attendance ®

a. Depending on report options, a Filters Dally Pelod Atondance &
window may appear before the report
generates.

Filters x
Fiter By Condition

StudentPeriodAftendance. Schoolvear  Equal To 20162017 v
StudentPeriodAftendance. Schoolliame  Equal To v

If the report has Filters, select values for St e oo B T 2
all filters and click OK.
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4. After the report displays data, you can review the report on the screen or extract it with
the available extract type icons.

Daily Period Attendance There are 5 available extract types depending on your
_ . selected report. After clicking on an extract icon, you
o d S may choose to open the file using their respective
: programs or save it to your hard drive as that file type.
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Using the Ad Hoc Report Designer

There are three different ways to run an Ad Hoc report from the Ad Hoc Reports screen found
at Studentinformation > Local = Ad Hoc Reports §
1. Click the report you wish to run to highlight it, and select your desired extract type from
the Execute Report drop-down list to run the report.
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2. Right click the report you wish to run. Hover your cursor over the Execute As option
and select the extract type you wish to use to run the report.
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3. When editing a report, the same Execute Report drop-down list from the first option is

available on the editing toolbar. You can select the extract type you wish to use to run
the report.
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When running a report on the Ad Hoc Reports screen, the Filter options may also display
when applicable. If required, select the filters and click OK to execute the report.

Using the Report Widget on an Application Screen

There are also certain screens with a report widget that can generate related reports.

Discipline Incidents S I

Reset search and filter

© New Incident You have no saved filters. A ¢ E

IncidentID  Status  Name/Title Last First Middle Grade Date Violation

1. Click the report widget to display the following dropdown: L)
Incidents Per Day By Month
Total Incidents By Day
Total Incidents By Grade Level

2. Select the report you wish to run. Total Incidents By Infraction
| Total Incidents By Place
Total Incidents By Referrer

Total Incidents By Time Frame

3. You receive a prompt to input the desired date range for the | ™" S Acon
report.

Run Report ®

From: To:

06/30/2016 EA 06/29/2017 M m

4. After selecting the desired date range, click Run.

5. The report opens in a new tab or window depending on your browser settings.

o — n © 2016 Software Answers, Inc. All Rights Reserved. All other company and product names included in this material may be

Pr OgrESSBOOk Trademarks, Registered Trademarks or Service Marks of the companies with which they are associated. Software Answers,

o Inc. reserves the right at any time and without notice to change these materials or any of the functions, features or
specifications of any of the software described herein.




