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INTRODUCTION

WHAT IS LITERACYPRO REPORTING?

LiteracyPro Reporting is a web-based reporting utility add-in to LACES that is designed to make
building, sharing, and analyzing reports a quick and easy process, even for non-technical users. With
LiteracyPro Reporting there is no need for downloadable report viewers and little time or assistance is
required from technical developers to create professional, informative reports. LiteracyPro Reporting
delivers a user-friendly interface and full-featured reporting tools. With an easy-to-use Report Builder,
users can create interactive charts and graphs, as well as publish comprehensive reports to share with
others. With LiteracyPro Reporting, it is not necessary to understand SQL or databases in order to

create robust, customized reports in minutes.

Here are just a few of the many features that come with LiteracyPro Reporting:
e Select views and columns for reports
e Build database queries
e Select graphical report templates
e Add parameters to filter report data
¢ Include interactive paging, search functionality and printing options
e Edit existing reports
e Export to Excel, PDF, Word, XML or CSV formats
e Interactively sort columns of data in a report

e Use drill-down reports to organize columns and data



This guide provides information and instruction for users building reports with LiteracyPro Reporting.

The following information is included in this manual:

e Getting started with LiteracyPro Reporting

e Creating reports with the report builder

¢ Running reports

e Sharing and modifying reports

e Publishing reports to popular formats such as Excel, Word, and PDF

e Tutorials to help you get started



CHAPTER 1 — GETTING STARTED

LEARNING THE INTERFACE

1. Login to LACES using your assigned username and password.
2. Click the User tab.
3. Click Reports.

After clicking Reports, the LiteracyPro Reporting interface will appear in the LACES window.

LiteracyPro Reporting Interface

My Reports | Shared Reports

F.epaotts = My Reports

Find Reports

F Name Last Modified Actions
[0 [E student Contact Report 10/24/2007 3:58 FM EEESY
Add a Mew Report Add a Mew Folder Delete Reports/Folders Copy Reports Mowe Reports
Legend: @‘ Modify Report A& Rename Report E' Copy Report ﬁ Mowve Report

e My Reports — Displays the report interface

e Shared Reports — Share reports with other users in your database
e Reports — List of reports created by the user

e Add a New Report — Create a new report

e Add a New Folder — Create a folder to organize reports

After a new report has been created, additional choices are available.
e Delete Reports/Folders — Deletes selected reports or folders
e Copy Reports — Copy reports to a selected folder

¢ Move Reports — Move reports to a selected folder



My Reports Page

The My Reports page lists your private reports. Other users of LiteracyPro Reporting cannot view or
modify private reports without special permissions assigned by the system administrator. The Shared
Reports page lists reports that are available for all users. Users can make changes to shared reports by

copying them from the Shared Reports page to the My Reports page.

My Reports page

My Reports | Shared Reports | Users' Reports | Linked Reports

Reportz = My Reports

Find Reports 1=l
| Add & New Report Add a Mew Folder Delete Reports/Folders Copy Reports Move Reports
O Name Last Modified Actions
I:‘ E poncoes SF27F/2007 11102 AM @. E El m
O B aoals 8/8/2007 11:36 AM EEEY
Add a Mew Report Add a Mew Folder Delete Reportsi/Folders Copy Reports Maove Reports
Legend: @‘ Modify Report 12 Rename Report El Copy Report m Move Report

Reports that have been created will appear in a list on the My Reports and the Reports page. To modify,
rename, copy, move, or delete a report, place a v' in the box preceding the report name and click the

appropriate icon or button. A legend explaining the action icons displays at the bottom of the screen.

To run a report, click on the report name.

Folders
Folders make it easy for you to organize a group of related reports. Click Add a New Folder to create

new folders to store reports. Click the name of the folder to view any reports contained within the folder.



Find Reports
As more and more reports are created, the My Reports page can become quite long. The search engine

will help you find the reports you need more quickly.

The search engine is hidden by default. Click "o expand the search engine interface.

Search Engine Interface

Find Reports

lC}Equals ta () Starts with &) Contains

Search for: Search

You can search for the report name or a portion of the report name by selecting one of the Find Reports
option buttons and clicking Search.

e Equalsto

e Starts With

e Contains

NOTE: Folders may appear in the list of results if one or more reports contained within the folder
match the search criteria.




The Report Builder
The Report Builder is a comprehensive and flexible interface to build full-featured ad hoc reports. You
create reports by adding and configuring different report components. LiteracyPro Reporting provides

the following report components:

e Section Data

| @]
«  Add Header =)
« Table (=
« Crosstab

=5
e Pie Chart | O |

e Bar Chart | |_I.|_ |
e Line Chart | I‘”_ |
e Scatter Chart | I‘“_ |

e Label | |

e Export Options

—
—
|

Report components are organized into individual section panels that contain all the data needed to

populate those components.



The Report Builder Interface with Column Configuration selected

My Reports | Shared Reports

New Report

Report Name: Mew Report Preview Report Save Report _ Navigation Bar

Click on any of the presentation tools in this toolbar to add it to your report:

(@) 3 (=) (=) (0] lu] [&] (] (=] (Al

ElHeader x
Header Information Data |y Ordering |) Parameters |) [ el > Grouping |) Table Settings
[[lsaction X
Data
ordering Column Header Sortable Summary Format i i 3 Width i Style Actions
Parameters| | {Lase varme O 8 (e v (e [er W@ & |4
= Table x
Cotnn contigurason | | |Frst tame o = o B x
Grouping
o x
Tsbls Settings o iicnE) [ Iex S x
e — | | 0 8 [ow = Cw e @B &
Data
ardaering \EH“A " Ly
Parameters V

Get help configuring columns. Component Interface
Y Previous Step | Next Step

Section Panel

You can create and configure an unlimited number of section panels, and then rearrange the report layout
using the controls provided. When you have finished building your report, type a name for the report in

the field provided and click Save Report.

You can preview the report at any time by clicking Preview Report above the Report Builder interface.

NOTE: The Report Builder remembers your changes throughout the report creation process.
However, clicking away from the report builder interface, such as clicking one of the links at the
top of the page, or clicking a LACES tab along the left side, will discard any changes that were not
previously saved. REMEMBER TO SAVE OFTEN.
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CHAPTER 2 — SECTION DATA

ADD A NEW REPORT

Click Add a New Report.

Section Header

The Header section allows you to display the date and time in your report. If you do not want either of
those to display, uncheck the box next to the selections.

Section Header

M Header X
Header Information Header Information
[Olsection
Crata Crate:
orderi
reering Time:
Pararmeters
* Table X
Column Configuration
Grouping
Table Settings

11



Adding Section Data

The Section Data component allows you to select, order and filter data for your report. Data selected for

reporting is cascaded down to all report components within that section. For example, if you have Table

and Pie Chart components within one section, those components only have access to the data selected

for their section.

Section Data

Header x
Header Information BEYEW % Ordering | Parameters |3 Colurmn Configurationl) Grouping | ¥ Table Settings
Ol5ection
Data E [] checkout Add Calculation [ Exdude duplicate rows
SindSiig # [ materials add Statistics
Fararmeters
===
== Table x o
Get help picking data.
Calumn Configuration RER g
Groupin
il Mext Step
Table Settings

\ NOTE: The Ordering, Parameters, Grouping and Table Settings steps are optional.

Selecting Report Data

Section Data displays a list of all available data objects to choose from. The data object(s) selected on

this step will become available to all reporting components within the current selection. You can expand

each data object to view a list of available data columns by clicking the + in front of the data object.

For example, if you were building a report based on an agency’s Contacts, place a v in front of the
Contacts data object.

Contacts Selected

Header X
Header Information E ¥ <rdering |y Parameters | ¥ Column Configuration |) Grouping | ¥ Table Settings
Olsection
Data Contacks add Calculation [ exclude duplicate rows
Ordering E [ persancomments add Statistics
Fararmeters

D Personlermographic

===
== Table L |:|I:‘ersn:\n'\.l'lxl'n:urkHistn:\r't,I
Column Configuration

Srouping

Get help picking data.
Table Settings

Mext Step
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The Report Builder makes the process of building tables, charts and other components easy by limiting

the number of data objects you can pick in one section. After selecting a data object for your report, all

the remaining data objects may disappear from the screen. Any remaining objects that are still visible

must have a relationship to the object previously selected. You can then choose to include those

objects as well.

Contacts Data Object

E) Ordering|) Pararmetarzs |3 Colurmmn Configuration | % Grouping | % Table Settings

Contacks

D ParsonComments
|:| PersonDernographic
D Person'WorkHistory

Contacts

D Cronors

|:| Person

D PersonComments
PersonDemographic
(Il PersonWorkHistory
|:| StaffMembers

D Students

|:|Tutu:-r5

E'CDntactE

= D DonationsReceived
B D DonorZormmments
&= I:l DonorHeader
EIDDDHDFF‘lEdgES

&= Donors

] D ConmorStatusHistory
] I:l Persom

B D PersonAddresses
] I:l PersonComments
E'F‘erEDnDemngraphic
] I:l Person'WorkHizstary
B D StaffMembers

] I:l Students
E'DTutnrs

The Contacts data object is related to the PersonDemographic object, which is related to the Donor

object. Data columns from each object are available to include in the report.

NOTE: More information on data objects can be found in Appendix A.

13



Ordering Data

Columns in the report can have an initial ordering scheme. Users can also specify a threshold for the

number of data rows included in the report.

1. Click Ordering.

2. Click Add a Column and choose the column to order from the drop-down menu.
3. Choose Ascending or Descending order for values in the specified column.
4

. After selecting both the column and direction of ordering, click & to save or .1 to discard the

changes. Click # o eliminate a specific column from ordering.

5. Click Add a Column to assign order for additional columns.

ElHeader x
Header Informnation Data b Parameters |3 Column Configuration |3 Grouping |3 Table Settings |3 Crosstab Configuration |3 crosstab Settings
[Dlsection
Data
Ordering Column Direction Actions
Pararmneters | students.Agency Name ¥| ®ascending O Descanding a8
* Table vx
Colurnn Configuration add a Column
Grouping
Table Settings Enter a number between 1 and 10000 ta limit number of rows ar leave the field blank to follow the application's default limit.
£ Crosstab a X
Crosstab Configuration Return first I:l roms
Crosstab Settings
[FlExports x Get help ordering data.
Export Options
Previous Step | | Next Step

Setting Parameters

Information can be filtered from the report by setting parameters. This will exclude certain records from
the report based on the parameters that have been set.

1. Click Parameters.

2. Click Add a Parameter. The Parameter Details window appears with several options available.

NOTE: If no parameters are set in a report, the report will display data from the entire database.

14



Add Parameter details window

Header x
Header Information Data |3 ©rdering )) Column Gonfiguration |3 @rouping |3 Table Settings |3 Grosstab Configuration |3 Crosstab Settings
Olsection
Data
Grdering
Parameters & X
Z Table X

Coluran Canfiguratian

Grouping

Table Settings

Parameter Details:

£ crosstab A X
ross And W
Crosstab Configuration
Crosstab Settings column: Students.Program v
Operator: Equal to v
FExports x .
Export Options Specific Yalue b -
#sk in Report: ]

Flease use the Enter key to separate iterns in a data entry list.

=ave Parameter Cancel

Get help with setting parameters.

Previous Step | | Next Step

A parameter takes the form of an equation similar to:
Label is Compared to Value
where label represents a column name, compared to represents a comparison operator, and value

represents a threshold.

Operators are one of the following:

e Equalto

Not equal to

e Lessthan

e Greater than

e Lessthan or equal to

e Greater than or equal to

e  Starts with (string or text field only)

e Does not start with (string or text field only)
e Ends with (string or text field only)

e Does not end with (string or text field only)
e Contains (string or text field only)

e Isnull

e Isnotnull

e Between

e Not Between

e Inlist

e Notin list

15



The operators available are dependant upon the column’s data type. For example, a numeric data type

would not include operators such as true/false.

To set a data parameter:

1.

a > 0D

Select the column name to filter from the drop-down menu.
Choose the comparison operator from the drop-down menu.
Define a threshold value in the Value field.

Click Save Parameter to add the parameter to the report.

Add more parameters by clicking Add a Parameter and repeating steps 1-4.

Setting a Parameter

Header x

Header Information Data |3 Ordering )) Column Configuration |» Grouping |3 Table Settings |3 Crosstab Configuration |3 Crosstab Settings

O Section
Data

Ordering
Parameters & X

* Table v
Zolumn Configuration
Grouping

Tshle Settings

Parameter Details:

[:==[ A x
rosstab And
Crosstab Configuration
Crosstab Settings Colummn: Students, Subject Area hd
Operator: Equal to v
FExports x -
Default Walue: . (%]
Export Options =rault dfalue Specific Value * ||Read 4
Ask in Report:
Caption:
Contral Type: Text L
Display this (O Maxt to the previous paramater

parameter: .
@ 1n 2 new line

Please use the Enter key to separate items in a data entry list,

Sawe Parameter Cancel

Get help with setting parameters,

Previous Step | Next Step

Ask Checkbox

Place a v in the Ask checkbox to give the viewer the option of changing the threshold value before the

report is presented. Instead of limiting the report to predefined parameters, the values can be modified

while browsing the report.

Marking an operator as an “ask” parameter presents additional options, such as setting the desired

caption for the parameter and changing the way values are displayed. The parameter caption will be

automatically generated if left blank.

16




Control Type values depend on both the operator picked and the selected column’s data type. For
example, a text type column with the Equal To operator presents the following choices:

o Text

e Dropdown

e List (single-select)

The Contains operator presents the following choice:

e Text

If more than one parameter is used, the user has the option to display parameters adjacent to the
previous one, or display on a new line. Select either:
e Next to the previous parameter

e Inanew line

Parameter Display Options

Employment Status true Parameters displayed on new line

And Gender equal to |male [ Run and Hide Parameters ]
And Status equal to |active Aind Gender equal to |female Displayed next te previous parameters

If the report contains two or more parameters, an icon appears for each additional parameter. The
directional pad gives users the ability to create levels for each parameter. Control the order of evaluation

for multiple parameters using the directional pad.

The Directional Pad

Report Name: |Attendance Report by Hours Preview Repart Save Report

Click on any of the presentation toals in this toolbar to add it to your report:

L@ (= (B (2] 10 il i e (B2 () LA (B
FHeader x
Header Information Data |3 ordering | [ > column Configuration |3 Grouping |3 Table Settings |3 Grosstab Configuration |3 Crosstsb Settings
[Alsection
Data
Move Column Name Operator value Ask Ccaption Actions
Traeiing
Parameters PersonClassHoursAttended. Date Betueen 7/1/2006 AND 12/31/2006 False & X
% Table K
Colurnn Configuration =
2 fnd  Students.Subject Ares Contains Read Trus & X
Grouping
Table Settings
£ Crosstab A X
Crosstab Configuration Addiaehatamatal
Crosstab Settings
i Get help with setting parameters,

TExports x
Export Options Previous Step | | Next Step

17



Advanced Data Filtering

Advanced Data Filtering makes it possible to define groups of parameters that work together to filter

undesirable data from the report. Users can define multiple parameters and control the order of

evaluation. Filter report data to control what users see at runtime.

Data filtering gives users the ability to control the content of the report. Filter extraneous data from the

report by defining one or more parameters that are evaluated at runtime. The directional pad control A

enables users to control the order of evaluation.

The individual arrows of the control perform the following functions:

A Shifts a parameter one position higher in the list (retains indentation)

V¥ Shifts a parameter one position lower in the list (retains indentation)

4 Indents a parameter one position left

» Indents a parameter one position right

Advanced Filtering window

Report Name: Attendance Repart by Hours

Preview Report

Click on any of the presentation tools in this toolbar to add it to your report:

(@ 3 (=) (=) (@] (W) (ir] (] (=] (= |

Save Report

FHeader x
Hezder Infarmation

[Msection
Dats
Crdering
Parameters

Data |3 Ordering | ) [ n el > Column Configuration |3 Grouping |3 Table Settings |3 Crasstab Configuration |3 Crosstab Settings

= Table vx
Colurnn Canfiguration
Grouping

Table Settings

£ Crosstab 4 x
Crosstab Sonfiguration
Crosstab Settings

Move Column Name

(PerzonClassHoursAttended.Date

4#) And  Students.Subject Ares

4#) And Students. Status

Between

Contains

Equal to

Operator

Value

7712006 AND 12/31/2006

Fead)

Active

Ask Caption

Falze

True

Falze

Actions
& X
& X

& X

[FExports x
Export Gptions

Add a Parameter
Get help with setting parameters,

Previous Step | Next Step

As parameters are indented to the right, enclosing parentheses appear to indicate the order of evaluation.

In the above example, parameters 1 and 2 are evaluated first.

NOTE: Parameters indented furthest to the right are evaluated first.

See Running Reports, Chapter 11, for more information.

18




CHAPTER 3 — CREATING DATA COLUMNS

Custom DATA COLUMNS

LiteracyPro Reporting gives users the ability to create custom data columns. Custom data columns can
either be a calculation or a computed statistic from data in other columns.

Go to Data, and click Add Calculation to create calculated columns, or Add Statistics to create
statistical columns for your report.

Data window to add calculation or statistics

Report Mame: |Donors [C1) Preview Report Save Report

Click on any of the presentation tools in this toolbar to add it to vour report:

(@) =) (3] (2) (@] (] (k][] (=) (=] [A] [r=)

Header x
Header Information ) Crdering |) Parameters |) Column Configuration |) Grouping |) Table Settings
OlSecton
a onationsReceive alculation xclude duplicate rows
Data # [“] ponationsReceived add Caloulat [ exclude duplicat
Ordering ¥ [ ponorcomments Add Statistics
ESESTnEters DonorHeader
== =
== Table £ DonorPIedges
Colurmn Canfiguration
= Donors
Frouping
Table Settings l:‘Dn:hnn:vrStaﬂ:l.lsHistctr*l,I

l:l PersonfAddresses
D PersonDermographic

Get help picking data.

Mext Step

Any statistical columns created are added to the Statistical Columns data object, and calculated columns

are added to the Calculated Columns object. You can edit these columns by clicking on the links
provided.

19



Calculated Columns Object

Header x
Header Information M) Ordering |3 Parameters |3 Column Configuration |3 Grouping |3 Table Settings |3 Crosstah Configuration |3 Crosstab Settings
Olsection
Data = Calculated Colurnns Add Caleulation D Exclude duplicate rows
i Caleulati ot
Crdering alculation add Statistics
Parameters 4 DAgencyStudentGoals
= Table v # [ custormPersanFields
Calurmn Configuration # [ FiscalrearRecords
Groupin
png # [ pairinstructionalHours
Table Settings
# [Jpersonaddrasses
£ trosstab A x 20
Crosstab Configuration BEiEonassess ments
Crosstab Settings =z PersonClassHoursattended
# [ rersoncarnments
S Exports x

2 ] PersonDermographic
# [Jrersoncoals

Export Options

Creating Calculated Columns
Calculated Columns give users the ability to create new columns for the report based on a specified
formula applied to data from existing columns. Users can apply formulas to numeric and non-numeric,

and date types. Calculated columns are published with the main columns of the report at runtime.

In addition to columns available from the data source, the user can create customized columns that
consist of calculations performed on data from other columns in the report. Calculations are performed
with date, numeric and non-numeric data types. The operands of the formula are either constants or the
names of existing data columns included in the report. Users can create formulas from the six provided

operators or utilize any function supported by the source database.

€ TIP: Formulas are validated before the column is added to the report. A message appears
if the formula entered is invalid.

The new calculated columns are identical in appearance to other columns in the final report. Calculated

columns are also exported and archived along with other content that appears in the report.

20




Example:
An agency wants to create a report that forecasts the amount of donor pledges they expect to receive in a
new fiscal year based on donations from the current fiscal year. The agency forecasts that each donor

will contribute at least 5% more than their original pledge.

1. Click Data.
2. Click Add Calculation.
¢ Enter a name for the calculated column.
e Enter a formula by double-clicking on a column in the list, and build the formula from
there.
0 Add parentheses for the function to be performed first:
Donations received * .05

o This amount will be added to Donations Received

e Use the operators where needed.

e Click Save Column.

Marme: Cionation Forecast
Formula:

[[DonationsReceived].[Value] ¥ .05) + [DonationsReceived].
[walue]

E] DonationsReczived. Date .
ConationsReceived AgencylD

ConationsRecaived, Tupe

ConationsReceived, Walue
DonationsRecaived, Deductible
ConationsReceived, Comment b

Save Column Cancel

Get help with the Calculated Columns panel.

" 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 Cperatars: Calurnns: 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
H a
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3. Add the newly created Calculated Column by clicking Column Configuration, then Add Columns (for
more information about Tables and Adding Columns, refer to Chapter 4).
e Using the Control key, select the columns to appear in the report, including the
Calculated Column.
e Click OK.

Table and Add Columns

e
1
1 Awvailable Columns Assigned Columns
1
i |DonorHeader. Address2 -~ Canars. Last Mame (f1
| |DonorHeader, Sity Conors, First Mame
1 |DonorHeader, State Danarz, Donor Display Mame
1 |DonorHeader. Zip DanarPledges. walue
1 |DonorHeader. Mail Preference anarHeader.Caonation
! |DonorHeader,Horme Phone ) A
1 |DonorHeader,Wark Phone
1 |DonorHeader.Mobile Phone
1 .
! [BonarHeader Fax Mowe Columns Right v
! |DonorHeader, Pager
1 |DonorHeader, other Phone
1 |DonorHeader. Other Phane Type
1 |DenorHeader E-Mail
' |DanorHeader,DonorID
| Calculated Colurmnns Donation Forecast
1
EOK Cancel
B o o o o o R N S S S R S R A R A S R S S R A S R A S S R S S R R R A R S S S R S R A S S S R A R R A R e R A A
Get help configuring colurmns.
Previous Step| Mext Step |
4. Format Columns if needed.
Column Configuration
Column Header Sortable Summary Format Visualization Width Alignment Style Actions
Last Marme Last Marme I:‘ I:‘ [none) e L= Left W |:| X
First Marme First Marme D I:l [rnone) W o Left w |:| x Y
Donor Display Marme |(Donor Display Mame D I:l [none) hd LS Left b I:‘ X
Walue Walue O = (nonel b % Left W D x x
Conation Conation I:‘ I:‘ [none) e px Left W |:| X
Conation Forecast Conation Forecast D I:l p= Right % |:| x

5. Save report.

6. Click on Report name in Report list to run.

22



Report with Calculated Columns

Donor Display Mame

Steve ForbesP
Steve Forbesp
Jares PolkP
Jares PolkP
williarn HarrisonP
williarn HarrisonP
williarn HarrisonP
Jares Madison
Jarmes Madison
James Madison
Grover Cleveland
Grover Cleveland
Grover Cleveland
Grover Cleveland

¥alue Donation

S00.00
100.00
100.00
50.00
400.00
555.00
100.00
350.00
0.00
75,00
1000.00
100.00
d5.00
100.00

andrew Jackson Saociety 25.00

Editing a Calculated Column

a > 0 DD PE

Forecast

$525.00
$105,00
$105,00
$52.50
$420,00
$582.75
$105.00
$367.50
$0.00
$78.75
$1,050.00
$105.00
$89.25
$105.00
$26.25

In the Reports list, place a v’ in the box in front of the report name.
Click the Modify Report icon.

Click Data.

Click the + in front of Calculated Columns

The new column name appears as a link. Click the link to edit the calculation.

Calculated Column

Header x
Header Infarmation

@) Ordering |3 Parameters [ Column Configurationl) Grouping | Table Settings

— Calculated Calurnns
Conation Forecast

Aadd Calculation [ Exdude duplicate rows

Add Statistics

Olsection
Data
Ordering
Pararmeters
Z Table x

Column Configuration
Srouping
Table Settings

Ed DonationsReceiued
+ DDDnDrCDmments

+ DDnDrHeader

* Donorpledges

+ Donors

* l:‘Dcmn:vrStatusHistc‘rl,I
+ Dpersonhddresses

+ D Personlremographic

Get help picking data.

Mext Step
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St

atistical Columns

Statistical Columns give users the ability to create new columns for the report based on a particular

statistic from data in other columns. Statistical columns are published with the main columns of the report

at runtime. The following statistical column types are supported with LiteracyPro Reporting:

To

A 0N PE

e Rank

¢ Reverse Rank
e Percentile

e Running Total

e Difference from Previous

create a statistical column:

Click Data, then Add Statistics.

Choose one of the five functions from the Function Type drop-down menu.

Keep the default name for the statistical column or type a new name in the field provided

Select the column from the data source to use as the data column — the function selected is applied to

the values contained within this column.

5. Click Save Column to add the statistical column to your report.

Statistical Column Details:

Function

i W
Tuje. Running Total

Total DonatedRngTotal
Marme:

Selact a Colurmn:

DonorPledges.Walue -
ConorPledges, DonarlD
‘DonorHeader, Total Donated
DonorHeader Armount of Last Gift
DonorHeader.DonorlD

Caloulated Colurnns, Donation Forecast

Save Column Cancel

Get help with the Statistical Colurmns panel.
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Rank

The Rank column classifies data from an existing column in the report. Data is ranked from the lowest

value to the highest value. When one or more data rows have equal values, the rank value is the same

for each row.

Reverse

The Reverse Rank column classifies data from the highest value to the lowest value; a larger value

receives a higher rank.

Percentile

The Percentile column classifies data based on a percentage of the value distribution.

Running Total

The Running Total column maintains a current total of values provided in the specified column.

Difference from Previous

The Difference from Previous column displays the difference from the current value and the previous

value of a specified column.

Editing a Statistical Column

Colurmnn Configuration
Hrouping
Table Settings

g DanationsReceived
Drate
AgencyIl
Tupe
Walue
Deductible
Comrment
Donor Mame
Donation ID
DonorIl

1. In the Reports list, place a v' in the box in front of the report name.
2. Click the Modify Report icon.
3. Click Data.
4. Click the + in front of Statistical Columns
5. The new column name appears as a link. Click the link to edit the statistic.

Header x

Header Information BEVEW 3 Ordering [ ¥ Parameters |3 Colurmn Configuration |) Grouping | % Table Settings
OlSecton
Data E|Statisti|:a| Colurmns Aadd Calculation D Exclude duplicate rows
Crdering Total DonatedRngTotal add Statistics
Pararneters BCah:uIatran:I Colurnns
* Table x Donation Forecast
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CHAPTER 4 - TABLES

TABLES

A table presents data in a tabular style report. A column is created for every data column that you include

in the report, and a row is created for every value in that data column.

Building a table is a 3-step process:
e Column Configuration — select and configure the table’s columns
e Grouping — create a flat-table or drill-down style grouping

e Table Settings — configure table settings such as interactive paging

NOTE: The Grouping and Table Settings steps are optional.

Configuring Table Columns

The first step is to create and configure columns for your table. Create columns for your table by adding
data columns configured in the Section Data component. Click Table Configuration to open a panel
listing all the available data columns. After selecting the columns, click OK.
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Adding Columns

Students. Ermnployment Status

2k Cancel

Get help configuring colurnns,

FHeader X
Header Information Data |} Crdering |} Parameters |} Column Configuration YRl
[Flsection
Cata
ordering Column Header Sortable Summary For
Parameters Last Marme |Lagt Marme | E [mane]
* Table v
Column Configuration First Marme |Fir5t Mame | E [mane]
Sroupin
—_— Date [oate | = shaort D ate
Table Settings
£ Crosstab A X Clazs |C|ass | E [mane]
Crozstab Configuration
Crosstab Settings Hours |H|:|L|r5 | E fnone]
[FExports x
Export Options Add Caolumns
L L L L L L LR L L L L e E e EEELEE bR
1 Awailable Columns Aszigned
1
V|| students Agency Hame | Students
1 || students AgencyID =1 Students
V|| students. Last Mame Personil
1 || Students, First Marme = Personil
1 || Students. SSM Personil
1 | Students.Prograrn -
1 || Students. Keyword
1 || Students. Keywaordz
1 || Students.Entry Level
1 || Students, Current Level
1 || Students. Subject Area
1 | Students, Aszessment Status
v || students, Ethnicity
! || students. Gender
1 Ll
1
1
1
1
1
[

NOTE: You must select at least one data column.
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Formatting Columns
After adding columns to the table, you can begin formatting the appearance of each column. There are 8
formatting options available in Column Configuration:

e Header

e Sortable

e Summary

e Format

e Visualization

e Width

e Alignment

e Style

Column Formats

Header x
Header Infarrnation Data |3 Ordering |y Parameters |3 [ESAOWEN TSN ® 3 Grouping | Tsble Settings |3 Crosstab ConFigurationl) Crosstab Settings
0 section
Data I 1
rdering Column | Header Sortable Summary e visualization  Width  Alignment Style| Actions
BSrsmefers Last Narne |Last Narme =] (ronel v % Left | [ X
=
== Table rx
Columin Configuration First Marne |First Narmne I:l D (none) M % Left b D x
Grouping
Date Date short Date v Left %
Table Settings D D * D x
£ crosstab A X Class Class ] B (none) v % Left ~| B x
Crosstab Configuration
Crosskab Settings Hours Hours [ =] Cnone) v % Left hd D X
S Exports x
Export Options Add Columns
Get help configuring columns,
Previous Step |  Next Step

The Header option gives each column an alternative label. For example, the column named Last Name in
the example above can be displayed in the report as Student Last Name. Type the new name for each
column in the corresponding Header fields. Using the Header feature can make the report easier to read

and understand.

Sortable

The Sortable option lists data in ascending or descending order while browsing a completed report. To
add the sorting capability, place a v' in the Sortable checkbox next to the column you wish to sort by.
Headers for sortable columns are highlighted in the report. In the example above, Last Name will be

sortable.
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Summary

The Summary option gives you the ability to create table footers containing aggregates of values for

each column of data. You can create an unlimited number of aggregates for each table column. The

following aggregate functions are supported:

Sum

Average

Standard Deviation
Count

Distinct Count
Maximum

Minimum

For example, in the above example, you can add a summary to display the number of student who

display on the report.

To add a summary

o gk~ w NP

Click the Summary icon next to the line you wish to aggregate.
Click Add an Aggregate.

Enter a label for the summary field.

Select an aggregate function from the drop-down menu.
Select a format.

Click OK.

NOTE: The o icon indicates that at least one summary value exists for that particular column.
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Adding a Summary Value

FEiHeader x
Header Information Data |» Ordering |» Parameters |3 ) Grouping |» Table Settings |» Crosstab Configuration |3 Crosstab Settings
[[section
Crata
Crdering
Parzrmeters = 0 x
E Table vz
CElmmCanAguraaen = | X
Grouping
Table Settings D D x
£ crosstab L x = H X
Crosstab Configuration
Crosstab Settings S| | X
Expoﬂs x
Export Options Add Columns
Aggregates:
Label Aggregate Format Actions
Count | | (none) v x
Surn
Auerage
Add an Aggregate |Standard Deviation
Count
eld Meslue] Count Distinet
Get help configuring
Previous Step | | Next Step

Visualization

The Visualization option allows you to display a colored indicator for numeric fields. The following
indicators are available:

Bar

Color Slider (background)
Color Slider (circle)

Color Slider (square)

E

If the field is numeric, the Visualization icon will appear.
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Adding Visualization

Header x
Header Information

Olsection
Data

ordering

Pararmeters

Cata |3 ©rdering |3 Parameters | 3 [RGB » @rouping |3 Table Settings |3 Crosstab Configuration |3 Grosstab Settings

= Table vx
Column Configuration
Grouping

Table Settings

£ crosstab a x
Crosstab Configuration

Crosstab Settings

00 ODDMD

i s s 5

x X X X X

FlExports x
Export Gptions

Add Colurnns

¥isualization Options:

Visualization Style: |t iaEllE e

Show Data Values:
O

@ ves

0K Cancel

Get help configuring columns,

Previous Step Next Step

Color indicators give you the ability to define your own threshold for comparing a value at a particular row

with all other values in that column. When you enable visualization on a particular column, a color slider

appears in the column header for setting the threshold. The color spectrum is determined by how much

the data values in the column deviate from the specified threshold. You can choose to visualize each cell

value as a colored shape bar, circle or square or shade the entire cell background. You can also show the

numeric data value adjacent the visualization.

Example of Report with a Calculated Column Formatted with Visualization

DONOR PLEDGES

Steve ForbesP
lames PalkP

william HarrisonP

Donor Display Mame

Yalue Interest
- .

500,00 $530.004)
100,00 $106.004)
400.00  $424.004
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Formatting

The Format option provides data formatting options for values in each column. The following formatting

options are supported:

e (None)
e General Number

e Currency

e Integer

e Fixed

e Standard
e Percent
e Scientific

e 2 or 3-digit place holder
e General Date

e Long/Medium/Short Date
e Long/Medium/Short Time
e Yes/No

e True/False

e  On/Off

NOTE: LiteracyPro Reporting chooses the appropriate format type for each column. Changing the
format type may display undesirable results.

Width

The Width option allows you to modify the default width. This value works in conjunction with its scale
type. Scale is measured in pixels or percent. A pixel is single point of picture data displayed on the
monitor. Hundreds of pixels can be used to display a very small image. A Percentage is a fraction of the

screen space allocated for each column.

®

2
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Style
The Style option gives users the ability to apply conditional formatting to cells with specific values.
Users must create the condition and specify the formatting style. Conditions are evaluated each time

other users run your report. Click to modify the conditional style for a specific column.

Adding a Column Condition

Header X
Header Inforrmation Data |3 ©rdering |3 Parameters | EESGERGEITEN 3 Grouping |3 Table Settings |3 Crosstab Configuration |3 Crosstab Settings
Olsection
Dats
Ordeting
Parametars D I:l x
=
== Table X
Column Configuration = ] x
Grouping
Table Settings D |:| x
£ Crosstab A X D |:| &
Crosstab Configuration
Crosstab Settings = = = X
HExports x
Export Options Add Colurnns
Style Details:
Column Operator Value Actions
PersontlassHoursAttanded. Hours v | [Equal ts v e

Add a Condition

DADDW this style to all colurmns,

Save Style Cancel

Get help configuring colurns.

In the example above, donation values less than $500 will display red in the report.

To create a condition:

1. Click the Style icon = on the line you wish to format.
2. Click Add a Condition.

3. Choose the column and operator from the drop-down menus, and then type a value in the field

provided.
4. Choose a style from the Style drop-down menu.
e Bold
e Red
e Green
e Yellow

5. Click Save Conditions.

6. The ik icon indicates that a condition has been applied.




NOTE: To apply the style to all columns, click the checkbox in front of “Apply this style to all
columns.

Report Display with a style condition: Instructional Hours less than 5 display in red

Last Mame First Name Date Class Hours

Adams John
10/26/2006 Demo Group
104302006 Demo Group
102772006 Demo Group
11/2/2006  Demo Group
11/6/2006  Demo Group
10/24/2006 Dermo Group
10/25/2006 Demo Group

LD m o= o O

Student Hours 29

Grouping Data
LiteracyPro Reporting provides two styles of grouped reports:

e Flat-Table - Flat-table reports organize records into groups and hide duplicate entries to make the

grouped report more presentable. Use the flat-table style to give other users the ability to export the

complete report to different formats such as PDF and Excel.

e Drill-Down - Drill-down reports organize records into groups and any remaining columns are included

in a sub-report. Use the drill-down style to give other users the ability to hide and show sub-reports.

When grouping data:

e The feasibility of grouping data highly depends on the data source chosen for the report.

e A grouped report is not necessarily appropriate when the data is simply a list of customers.

e |f your data source contains information about customers and orders, a grouped report will

definitely improve the presentation of the report.

LiteracyPro Reporting provides two ways to group data for flat-table and drill-down style reports:
e Multiple layers

e Multiple grouping columns

Users can combine both methods when creating grouped reports.
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Flat -Table Reports

Multiple Layers

Creating grouped reports with multiple layers is useful in scenarios where the report requires more than
one grouping to organize all the data. For example, in a student report, you can group by the program,

and then group by the keyword.

Report Grouped by Program and Keyword Layers

Program| | Keyword | Last Hame First Name Ethnicity Gender Employment Status
Adult Ed
Dooly
lames Michelle Zaucasian Fernale  Unemployed
Yaughn Sarah Caucasian Fernale  Unemploved
Brinkley David armerican Indian  Male Unavailable for work

Report is displayed as a Flat-Table, with grouping layers for Program and Keyword.




Screen to create a layer

y
[Elsection oot Do you want this to be a grouped report? Please choose the grouping style:
ata
Orderin . .
e Grouping Options:
Paramneters
= Table v x O hiot Groupad @ Grouped Flat-Table O Grouped Drill-Down
Colurnn Configuration
Grouping | Grouped Columns Aggragate Columns Actions
Table Settings
[ElLabel Lo B Add Grouping Layer

Label Inforrnation

Ll Bar chart AvTE
Chart Settings

et help picking a grouping style,

FEiHeader x
Header Information Data |» Crdering |3 Parameters |3 Column CUnFiguratiUnl Table Settings |» Label Information |3

& Pie thart AvX
Chart Settings Drevious Step |  Next Step
¥ Heat Map A X

Heat Map Settings

EXDDI"S x
Export Options

To Create a Layer:

1. Click Grouping.

2. Select Grouped Flat Table.
3. Click Add Grouping Layer.

Select an available column and click the ® | button to move the column into the Grouped Column list.

Click Save Layer.

The Grouping page keeps track of all the information for each layer, including both grouped columns and

group aggregates.

Grouping Page

Colurnn Configuration

FHeader X
Header Information Data | ¥ Ordering |3 Pararmneters |3 Column Configuration |)m) Table Settings
.
[Tsection =" Do you want this to be a grouped report? Please choose the grouping style:
ata
Crderin A q
2 Grouping Options:
Pararneters
E Table X O Mot Grouped @ Grouped Flat-Table OGrouped Crrill-Cown

Grouping
Table Settings

Grouped Columns Aggregate Columns

x Students.Last Marme
EExports Students.First Hame

Export Options PerzonClassHoursAttended. Hours  Surm

Column Aggregation Label

Add Grouping Layer

Get help picking a grouping style.

Previous Step Maxt Step
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Multiple Grouping Columns
Multiple grouping columns are useful for displaying more information on a single grouping layer. For

example, in a student report, you can group by program and keyword, showing both on the same layer.

To Create Multiple Grouping Columnsl
1. Click Grouping.

2. Select a Grouping Option.

3. Click Add Grouping Layer.

4. Select an available column and click the > button to move the column into the Grouped Column list.
5. Click additional columns and add.
6. Click Save Layer.

Remove grouped columns in a similar way. Select the column in the box on the right, and double-click or

click the back arrow to move it back to the box on the left.

Adding Multiple Grouping Columns

Layer 1 Grouping Columns:

Available Colurnns Grouped Columns
Students. Agency Mame A Students.Program
Students. AgencyID = Students, Keyword

Students.Last Mame
Students.First Mame
Students, SSN

Students, Keyword2 =\

Students. Entry Level Students.Program and

EEUSEHEE-E'—'Q_E::E”E' Students.Keyword are added to
udents, subje rea

Students, Azsessment Status — ‘ the same Iayer'

Students, Ethnicity

Students, Gender

Students.Employment Status

Students.ESL Student (v/M)

Students. Dizability |
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Report with Multiple Grouped Columns on Same Line

Program Keyword Lastlame First Name Ethnicity Gender Employment Status
Adult Ed Dooly
Baker Shirley Black Fernale  Unemployved
Balkersan Sandra Black Fermale  Unemployed
Boudreaux  Kiera Mo Walue Entered Male Mo Yalue Entered

Grouped Drill-Down

Drill-down reporting gives you the ability to control the appearance of the report by hiding and showing

sub-reports for each record in the grouping column. For example, in a student report, Programs could

be the grouping column and all other columns appear in a sub-report. Users can show or hide sub-

reports for each group of records by clicking the hyperlink provided in the Details column.

NOTE: Users can disable drill-down functionality for the Details column or hide the column
completely.

To Create a Drilled-Down Report

1.
2.
3.

4,
5.

Click Grouping.

Select Group Drilled Down.

Click Add Grouping Layer.
Select an available column and click the ® | button to move the column into the Grouped Column list.
Click Save Layer.
Drilled-Down Report Grouped by Program (Details are Hyperlinks)
Program Details
adult Ed 20 Rowes
Corrections 4 Roves
Farmnily Literacy 1 Rows
nassigned 1 Rowys:
wrarkplace 2 Rows:

Users can customize the behavior of the Details column when using drill-down style grouping. The

following options are available:

e Show Detail Column (Drill-down Enabled)
e Show Detail Column (Drill-down Disabled)

e Hide Detail Column
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Aggregate Columns

Users can create group aggregate columns for Flat-Table or Drill-Down style reports. Users must first
select one of the columns included in the report and the aggregate function to perform on that column.

Since group aggregates are designed to summarize data from other columns, any column used for an

aggregation is excluded from the sub-report. Users must specify to include those columns in the main

report.

Group aggregates for flat-table style reports appear in a summary row for each grouping. Since the
aggregated value appears as a footer, a descriptive label can be entered to help other users discern

aggregate values when viewing reports.

Adding a Group Aggregate

Group Aggregates:

Columin A.ggregate Header M Lo o =t Actions
function report
Tutars, State Count b Murnber of States Fi X

add an Agagregate Column
@' Show Detail Column (Drill-down Enabled)
O Show Detail Solumn (Crill-down Disabled)
O Hide Detail Calurmn
D Include Surmmary for Detail Column Caption: | Tutorzs by State

Save Laver Cancel

Get help with grouping data.

NOTE: Columns included in the sub-report are never aggregated.

Aggregate Functions

Aggregate functions for text values are:
e Count
e Maximum

e  Minimum
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Aggregate functions for numeric values are:

Sum

Average

Standard Deviation
Minimum
Maximum

Count

Aggregate functions for date values are:

Maximum (chooses the latest date)

Minimum (chooses the earliest date)

To Create a Group Aggregate

1. Click Grouping.

2. Select a Grouping Option.
3. Click Add Grouping Layer.

g &

6. Choose a column from the drop-down menu.

e The aggregate function is performed on the records from this column.

~

e Some choices will not available, depending on the type of column you select.

. Click Add an Aggregate Column.

. Select an aggregate function from the drop-down menu.

8. Save the new group aggregate.

. Select an available column and click the * | button to move the column into the Grouped Column list.

NOTE: If you selected drill-down style grouping, place a v’ in the Include in sub-report checkbox

to include that column in the sub-report. If you selected flat-table style grouping, type a
descriptive name for the aggregate value in the Label field. If drill-down style was selected, give
the aggregate column a name using the Header field.
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Detail Options

{E}Shnw Cetail Column [Drill-down Enabled)
{:}Shnw Cetail Calurmn [Drill-down Disabled)
{:}Hide Detail Column

D Include Surmrnary for Detail Column

LiteracyPro Reporting supports an unlimited number of grouping layers for any single report. Each layer

can have multiple grouped columns, including any number of group aggregates.

=
Modify any grouping layer by clicking = for the corresponding layer. Only the group aggregates can be

modified for layers higher than the current layer. Click ® to remove a layer. The first row displays

information about the top-most grouping layer.

Actions to modify or delete a grouping layer

Actions

& X

NOTE: The top-most layer cannot be deleted until all other existing layers are removed.

Table Settings
Table Settings allows you to give the table a title and add paging controls for large result sets. You can
add interactive paging controls for the entire table as well as individual sub-reports in a drill-down style

grouped table.

The number of rows displayed on each page and the number of rows per sub-report page is determined

by the value set in Table Setting. To change, enter a value in either of these fields.
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Table Settings

FHeadar x

Header Information
[Tlsection

Cata

Ordering

Pararmeters

Z Table X

Column Configuration

Grouping
Table Settings

E'Expuris

X
Export Options

Data [ Ordering |) FParameters |} Column Configuration | ¥ Grouping |} Table Settings

Title: |

Interactive Paging: on O O'FF@
F.ows Per Page:
Fows Per Sub Report Page:

et help with table settings,

Previous Step
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CHAPTER 5 - CROSSTABS

CROSSTABS

Cross tabulation style reports give users the ability to display joint distributions of data from three
separate columns. The results of the cross tabulation are displayed in table format. Every crosstab table
consists of three columns:

e Header Column (Crosstab)

e Label Column

e Value Column

The crosstab (header column) values populate the first row of the table. Each new value encountered in

the crosstab column produces a new column in the crosstab table.

Values from the label column populate the first column of the crosstab table. The remainder of the
crosstab table is populated by aggregations of data from the specified value column. The aggregate

values are a sum, count, standard deviation or average of the fields in the data column.

Users can also include crosstab summary data by adding an optional summary row or summary column.

Building a crosstab table is a 2 step process:
e Crosstab Configuration — select and configure the table’s columns

e Crosstab Settings — configure table settings such as interactive paging

NOTE: The Crosstab Settings step is optional.

Crosstab icon

=1
i

Specify the header column for the crosstab table by choosing a data column from the drop-down menu
provided. Values from the header column populate the first row of the cross-tab table, and a new column
is created for each unique value found.
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Specify the label column by choosing a data column from the drop-down menu provided. Values from

the label column populate the first column of the crosstab table.

Specify the value column and aggregate function by choosing a data column and function from the
drop-own menus provided. Values from the data column are aggregated based on the function selected

and populate the remainder of the crosstab table.

The aggregate functions available are:
e Sum
e Average
e Standard Deviation

e Count

Users can include an optional summary row at the bottom of the crosstab table. The summary row
contains an aggregate value for each crosstab header column in the table. Give the summary row a

caption and then choose an aggregate function from the drop-down menu.

Include an optional summary column to create aggregations column-wise instead of row-wise. One
aggregate value is computed for each unique value in the label column. The summary column is always
the last column in the crosstab table, rendered from left to right after each crosstab header column. Give

the summary column a header and then choose an aggregate function from the drop-down menu.

= TIP: Crosstab tables can become quite long if there are a large number of distinct values in
the crosstab column. Set parameters on your data to limit the number of distinct values.
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CHAPTER 6 - CHARTS

CHARTS

The Report Builder charting components allow you to build various types of charts to bolster your report.
Charts provide a visual representation of data utilizing different styles and types. The following chart types
are supported in LiteracyPro Reporting:

. Pie | @]
| Lt |

e Bar

Line/Area/Spline | I— |

Lk ]

Scatter

Creating a Chart

1. Click the appropriate chart icon.

2. Add a title for the chart.

3. From the drop-down list of available columns, select the column that the data will be based on.
4. Save report.
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Pie Chart Settings

FlHeader x

Header Informatian
[Flsection

Crata

Ordering

Pararneters

* Table X

Colurmn Configuration
SFrouping
Table Settings

® pie chart A X
Chart Settings

Cata |y Ordering |} Pararmeters |} Column Configuration | % Srouping |} Table Settings |} Chart Settings

Title: [my Pie chart |

Label Column:

Column: | v|

L ]

Caption:

Data Column:

Colurmn: |

Caption:
Aggregate:

Legend

O

Include Legend:

Style
Size:

so O

Color Sequence: Red, Green, Blue, Yellow, Magenta, DeepSkyBlue, Grange, Silver, Bluevialet

Felevance

O
[=]

O

Uze Relevance Walues:

Top M rows Percentage
Show Data Values:

Get help creating charts.

Previous Step

Bar Chart Settings

FHeader x

Header Information
[Mlsection

Data

Ordering

Pararmetars

ZE Table rx

Column Sonfiguration
Frouping
Table Settings

® pie Chart AvX
Chart Settings

lull Bar Chart A X
Chart Settings

Data |y Ordering|} Parameters|} Column Configuration |3 Grouping|} Table Settings |» Chart Settings|} Chart Settings

Title: [My Bar chart |
Label Column (x-axis):
Colurmn: | v|
Data Column [y-axis):
Colurmn: | A
Aggregate: Sum b

Crosztab Column
Use Crosstab Filter:
Legend

Include Legend:

Style
size: a0: [
el

Felevance

O
[es ]

|

Use Relevance Values:

Top M rows Percentage
Show Data Values:

Get help creating charts,

Previous Step
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Select a column to represent the x-axis (the label column). Give the x-axis a name by typing a label in the

Caption field.

Select a column to represent the y-axis (the data column). Give the y-axis a name by typing a label in the
Caption field. If you are working with the Pie, Bar and Line Chart components, select an aggregate from

the drop-down menu. The following data column aggregates are available:

e Sum
e Average
e Count

e Maximum

e Minimum

NOTE: The y-axis (data column) must be a numeric value. The x-axis (label column) can be any
data type.

A

— -
X-Axis

3
Y

If you are working with the Bar or Line Chart components, you have the option of adding a crosstab filter

to the chart. Select the crosstab column and then choose a data view type from the drop-down menu.

Relevance Values
If you are working with the Pie Chart component, place a v' in the Use Relevance Values checkbox to
specify thresholds for data displayed in the chart. Enter a relevance value in the value field and select

Top N Rows or Percentage as the scale.
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For example, only the top 75% of data in the chart could be relevant. In this case, check the Use

Relevance Values checkbox, enter a value of 75 in the value field, and click the Percentage radio button.
Alternately, only the top 5 rows of data in the chart could be relevant. In this case, check the Use
Relevance Values checkbox, enter a value of 5 in the value field and click the Top N Rows radio button

(N is a variable referring to the input value).

If you are working with the Pie or Scatter Chart components, you can display the actual numeric data on

the chart by clicking Show Data Values.
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CHAPTER 7 — STYLE AND FORMATTING

ADDING FORMATS AND STYLES TO THE REPORT

LiteracyPro Reporting allows you to add a header, create custom labels and configure the overall look
and feel of your reports. You can also configure the page size and orientation for printing directly from the

browser.

Adding a Header to the Report

1. Click Header Information to add the Header component.

2. Place a v in the Date and Time checkboxes to include the current date and time in the header.
e Uncheck if you do not wish to have the date and time displayed in the report.

Adding Header Information

Header X
Header Information Header Information
[Mlsecton
Crata Crate:
Orderi

desat Tirme:

Pararmeters

* Table vx

Column Configuration
Srouping
Table Settings

& pie Chart ATX
Chart Settings

[slt Bar chart ATX
Chart Settings

L Line Chart A TX
Chart Settings

I Heat Map A X
Heat Map Settings

Adding Labels
The Label component gives you the ability to add custom messages and text in your report. You can add
an unlimited number of labels above or below other reporting components. Use labels to add text to your

report that would otherwise be too long for a table or chart caption.
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To add a label

1. Click the Label icon [I]

2. Type the text for the label in the label field.

2. Choose a label type.

e Simple
e Full Width
3. Choose a style from the Appearance drop-down menu.
e Bold
e Green
e Red
e Yellow

°

Adding Label Information

M Header X
Header Information Data |} Ordering |} Parametars |} Column Configuration |}E
Cata
Ordering Label:
Pararmmeters

H i W
= =1 | cabetTuee
Column Configuration Appearance:

Grouping
Table Settings Get help creating labels.
™ pie Chart AV
Chart Settings Previous 5tep |
[sll Bar chart ATX

Chart Settings

L~ Line Chart ATYX
Chart Settings

B Heat Map hvx
Heat Map Settings=s

[Z] Label o ox
Label Informiation
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Report Settings
You can configure global report settings by clicking the down arrows by Report Settings at the top right of
the screen.

Report Settings ¥

Report Setting allows you to give your report a detailed description, configure printable paging options
and choose a template for the overall “look and feel” of the report.

Reports Settings

Report Name: |12 Hours Preview Report Save Repart Report Settings %

Report Description Printable Paging Report Style

Page Size: Letter ¥ Pick a Style: (Mone) v

wWidth: 2.5
Heights 11

Orizntation: @ portrait O Landscape

Show Page Numbert

Report Description
A description of the report is optional. The description appears in the list of reports under the My Reports

and Shared Reports areas. Entering a description makes report viewing and management easier.

Report with Description in My Reports

IF] E Training 3/19/2007 3:04 FM EREBY]

FReport for # of tutor trainings and inservice workshops conductad, i

Printable Paging

Printable Paging specifies formatting for the printed report.

Page Size
o Letter
e Legal

e Executive
e A4
e A5

Select Portrait or Landscape orientation by selecting the appropriate radio buttons. Number each page

of the report by placing a v' in the Show Page Number checkbox.
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Printable Paging

Printable Paging

Page Size:

Width:
Height:

Crientation:

Show Page Murmber:

Letter W

2.5
11

@ Partrait O Landzcape

Report Styles

The Report Style gives your report a specific “look and feel”. The report styles available are:

e (none)

e Classic

o Gray

e LemonLime
e Ocean

e RedWine

e Tropical

Report Styles

Report Style

Pick a Style:

Classic
Sray

LermonLime
Jicean
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CHAPTER 8 — EXPORT OPTIONS

EXPORTING TO OTHER FORMATS

The Export Options component allows you to add links to the bottom of your report that give users the
ability to publish reports. These options allow you to:

e Print the report from a browser

e Export the report to popular formats such as Word, Excel and PDF

e Add reports to the archive for other users to view.

The following export options are available:

e Searchable Report

e Printable Paging

e Export to Excel

e Export to Word

e Exportto PDF

e Exportto CSV

e Exportto XML

PO0PR®O®®

¢ Send PDF Report by Email

NOTE: Microsoft Office is integrated with Internet Explorer. Exporting the reports in an Office
format opens a new browser window to edit and save the report. Microsoft Office is required to
edit the reports from a browser window.
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Export Options

Searchable Report

Searchable Report presents the report in a single-page view. The CTRL-F shortcut is then
available to search the entire report overlooking pagination. Searchable Report opens a new

browser window, displaying the entire report on one page.

Press CTRL-F to open the Find window in most of the popular Internet browsers. Type the name
of the record to search for and click Find Next to jump to the first occurrence of that record. The
main difference between the Searchable Report view and the Printable Paging view is how the
webpage is configured for printing. Printing a report from the Searchable Report view prints the
entire report as one page, cutting off any graphics or records as the report prints. Use Printable

Paging to print reports properly in LiteracyPro Reporting.

Printable Paging

Printable Paging presents the report in a view that is suitable to print. Printable Paging opens a
new browser window, displaying an expanded view of the report with details for each row. The
report is formatted for printing, avoiding the “cutoff” scenario that commonly occurs when printing

web pages.

The progress of the page formatting will display in the lower left corner of the browser window. It
may take a few seconds to format a large report for printable paging. Click the print icon from

your web browser to print the report.

Export to Excel

Export to Excel saves the report in Microsoft Excel format. If Microsoft Excel is installed, the
report can be edited as an Excel spreadsheet from the browser window. Export to Excel opens a
new browser window, displaying the report in Microsoft Excel (spreadsheet) format. The URL
displays a path with an Excel (.xIs) extension. If Microsoft Excel is installed, the report opens as
an Excel spreadsheet. Select rows or columns for sorting, copying, pasting, etc., and perform

many other typical Excel functions.

Save the report in Excel format by clicking the File menu and choosing Save as. Choose a name

and location for the file and click Save.
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Export to Word

Export to Word saves the report in Microsoft Word format. If Microsoft Word is installed, the
report can be edited as a Word document from the browser window. Export to Word downloads
the report into a Microsoft Word document. A temporary name is given to the file, with the Word
file extension (.doc). If Microsoft Word is installed, the report opens as a Word document. Edit

the report as a Word document or save the report unedited.

Export to PDF

Export to PDF saves the report as a PDF (Portable Document Format), which can be viewed
with Adobe Reader and edited with Adobe Acrobat. Export to PDF opens the report in the current

browser window as a PDF document viewable with Adobe Reader.

The Adobe toolbar is displayed across the top of the report, providing many typical PDF
functions. Users can save, print and search the entire document. Save the report in PDF format
by clicking Save a copy from the Adobe toolbar. Choose the name and location and click Save.
The default file type is Adobe PDF Files (*.pdf).

In order to view PDF reports from the browser, the Adobe Acrobat Reader plug-in must be

installed. See your systems administrator for additional help.

Export to CSV

Export to CSV saves the report to a comma-delimited format. The file can be viewed with
Microsoft Excel. Exportto CSV opens a new browser window and displays the report in comma

separated values within a spreadsheet (comma-delimited text file).

Save the report in CSV format by clicking the File menu and choosing Save as. Choose the

filename and location and click Save. The default file type is CSV (comma delimited).
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e Exportto XML
Export to XML saves the report data in XML format. The XML dataset is viewable from Internet
Explorer. Export to XML opens a new browser window and displays all the data presented in the
report in XML (Extensible Markup Language) format.

Save the report data in XML format by clicking the File menu and choosing Save as. Choose the
filename and location, and then choose XML Files from the drop-down menu. Click Save to
create the XML file.

The Export to XML feature is disabled by default. If you require this feature, contact your system

administrator to enable it.

e Send PDF Report by Email
Send PDF Report by Email opens a form where you can compose the email and choose the
recipients. All fields except for CC and BCC are required. Click Send to send the email with a

PDF version of the report attached. Click Cancel to cancel the export action.
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Adding an Export to a Report

1. Click the Add Exporticon.

2. Place a v in front of each export format to appear in the report.

3. Save report.

Adding an Export Option

=)

FHeader x

Header Information
[Mlsection

Crata

Ordering

Pararmetars

* Table yx

Calumn Configuration

Srouping
Table Settings

2 pie Chart ATX

Chart Settings

[sll Bar chart P

Chart Settings

L Line Chart P

Chart Settings

¥ Heat Map “"rx
Heat Map Settings=s

Export OpHons

Searchable Report:
Primtable Paging:
Export to Excal:
Export to Ward:
Export to POF:
Export to S5V
Export to HML:

Send PDF Report By eMail:

Get help with export options,

OO0O00O000004

[A] Label

X

Label Informnation

E|Expur|s

E
Export Options

To Edit Export

Options

1. Click the Exports link and edit export choices.

2. Save report.

ElExpuriE

X
Export Cptions
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Opening a Report in an Export Format
1. Run the report by clicking the report name link in My Reports.
2. At the bottom of the report, click the shortcut icon for the export format you wish to use. This will open
a new browser window. The extension for the selected format will display at the end of the filename in
the Address box at the top of the screen.

.doc  Word

Xls Excel

pdf Adobe PDF

xml XML format

3. Save the report in the selected format, if necessary.
e Click File.
e Click Save As.
o Make sure the correct file type is displayed.
e Enter a new file name if desired.

e Click Save.

Saveini  |[3) LACES Reports x| e & O EE - Toos-

Hiskaty

i

My Documents

=
gﬂ% File name:  [Repart.xls =] Save
Ty Mlebvaork
Places Save as bype: |Micr050Ft Excel Workbook {*.xls) - Cancel

Web Page (*.htm; * . html)

Web Archive (*.mhk; *.mhtml)

¥ML Spreadsheet (*.xml)

Template (*.x<lt)

Text (Tab delimited) (*.bxt) |
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CHAPTER 9 — RUNNING REPORTS

How TO RUN A REPORT

Running Reports
A list of reports is available under My Reports. If no reports have been created, this list is empty.

My Reports |

F.eports = My Reports

Click the name of the report to launch it in a new browser window.

There are two additional options for running the report if a v was placed in the Ask checkbox when
defining parameters (Chapter 2).
e Run and Hide Parameters - Run the report and hide parameter input box

e Run - Run the report and leave parameter input box visible

Run Options when Ask is Selected

[Run][ Fun and Hide Parameters ]

If the report contains numerous parameters, click Run and Hide Parameters to provide more screen

space for the report. Run the report again to input additional parameters.

Run and Run and Hide Parameters affect the parameters for the report. Any additional settings

specified in the Report Builder are left intact.

Empleyment Statug/true [ Run and Hide Parameters |

For example, in a Staff report, a parameter is set to display full-time employment status. The Ask
checkbox has been checked in the parameter. When the report is selected from the Reports list, the

option to Run or Run and Hide Parameters will display at the top of the report.
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Clicking Run will run the report with the parameter applied. The parameter input box will still display.

Parameter input box still visible

Date: Thursday, September 20, 2007

Parameter input hox still displayed.
Stalt : Ty Time: 9:39:04 AM

Employment Statug|true [ Run and Hide Parameters

|

[@1[@] page otz [Q][@]

Last Name First Name Fulltime Gender Job Classification Status
TWilson Morris true Nlale State Supervisor Active

Clicking Run and Hide Parameters will run the report based on the parameter, but the parameter input

box will not be visible.

Same Report with parameter input box hidden

Date: Thursday, September 20, 2007

= Time: 9:45:01 AM

[1[O] poee T Jor2 [Q][D]

Last Name First Name Fullme Gender Job Classification Statns
Griffey Jeotge true o Value Entered Local AideParaprofessional Active
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CHAPTER 10 — MANAGING REPORTS

MANAGING REPORTS CREATED WITH LITERACYPRO REPORTING

As reports are created in LiteracyPro Reporting, it is important to organize and manage the reports.

LiteracyPro Reporting provides the following actions:

e Add a New Report

e Add a New Folder

o Delete Reports/Folders
o Copy Reports

e Move Reports

Add a Mew Report Add a Mew Folder Delete Reports/Folders Copy Reports Mowve Reports

To create a new folder to store reports:

1. Click Add a New Folder to create a new folder within the Root Folder.

Add a Mew Folder

2. Type the name of the new folder into the Folder field, and type an optional description into the
Description textbox.

3. Click Save to create the new folder.

Adding a New Folder

Reports = My Reports = Mew Folder

Falder:

Description:

Save  Cancel

The new folder appears in the Root Folder, along with any user-generated reports. After creating a new
report folder, you can move reports out of the Root Folder into the new folder to make the workspace

more manageable.
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To delete areport folder:

1. Place a v in the checkbox next to the folder name.

2. Click Delete Reports/Folders to remove a folder and all reports stored within the folder.
2. Click OK to remove the folder or click Cancel.

NOTE: Deleting a report folder removes ALL reports stored within that folder and removes the
report from the list.

To copy areport:

1. Place a v in the checkbox in front of the report to be copied.

2. Enter a new name for the copied report, or leave the default name.
3. Click Save.

Copying areport

My Reports | Shared Reparts

Reports = My Reports = Copy Report "Materials Report’

Feport Mame: |CD|:-',I of Materialz Repart

Current Swner:

Crescription

Save | Cancel

To move areport into a folder:

1. Place a v in the checkbox in front of the report to be moved.

2. Choose a folder from the Folder drop-down menu. The root folder is the default location for all reports.

3. Click Save to move the report.

Moving a Report to a New Folder

z » My Reports = Mowe Report "Attendance Report by Hours"

Report Marne: Attendance Report by Hours
Current Qwner: LPSAadrnin_LiteracyTest 22517569
User Group! |DE-1-TestDE-_Literac',lTest i
Folder Type: |M',l Reports b

Faoldar: raot folder W

root folder

Cance|  LEEL

62




LITERACYPRO REPORT TUTORIALS

CREATING REPORTS

Tutorial 1 - Volunteer Contact Information for Active Volunteers

This report displays Volunteer Contact Information for Active Volunteers.

Sample Report — Volunteer Contact Information

First Name | Last Name Address1 City | State | Zip | Home Phone

E-Mail

Status

Intake Date

Rob Allan

123 Madison Avenue| Boulder| o | 80302| 3031112222 | bob@yahoo.com| Active | 9/1/2007

Shidey Banks

345 Main Avenue | Boulder] O | 80302 3032126795 | Shirley@aol.com| Active | 9/12/2007

1. Click Reports from the User tab.
2. Click Add New Report.

3. At the Section Panel, click Data. This will display a list of the available data objects.

M Header X

Header Infarmation
[[lsecton

Ordaring

Pararmeters

* Table X

Column Configuration
Grouping
Table Settings

The report will be based on Volunteers. Place a v’ in the checkbox in front of the data object

“Volunteers.” This will display the next set of data objects that have a relationship with “Volunteers.”

Related Volunteer Data Objects selected

Mext Step

FHeader X
Header Information BEYEW % Ordering |) Fararneters |y Colurmn Configuration |) Grouping | ¥ Table Settings
[Mlsection
Data walunteerHours add Caloulation [ Exclude duplicate rows
Zrdering VolunteerKeyInfo add Statistics
Parameters Volunteers
-
== Table b1 \u‘olunteerStatl.lsHistn:n'l,I
Column Configuration
Hrauping Get help picking data.
Table Settings

4. Place a v in front of the additional data objects to be included in the report.
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Last Name and First name are included in the data object Volunteers. Other contact information is found
in the VolunteerKeylnfo data object. Status is found in the VolunteerStatusHistory data object.

To display the available columns, click the + in front of the data object.

Volunteer Data Objects — Available Columns

Header *
Header Infarmation E % Ordering | % Pararmneters |7
0 Sacton
Data * [woluntearHours Ad
Ordering = "JnlunteerKe',lInFD o
Pararmetars Intake Crate
ZE Table X AgeneylD
Colurnn Configuration Title
Grouping Address1
Table Settings fele sl
City
State
Zip

Mail Preference
Horne Phone
work Phone
Mobile Phone

Fax

Pager

Other Phone
Other Phone Type
E-Mail
VolunteerlD

= "J-:ulunteers

Last Mame
AgencylD
First Mare
55N
Voluntear ID
Status
Tupe
Kevword

= UnlunteerStatusHistDrg
Start Date
AgencyID
Status
VolunteerlD
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Header

Header Information

X

0 lSaction
Crata
Ordering
Pararetars
* Table X

Column Configuration

Table Settings

Grouping

. Click Column Configuration under Table from the Section Panel.

6. Click the Add Columns button to display a list of available columns.

add Columns

Available Columns based on selected data objects

Available Colurnns

Aszigned Colurmns

Ok Cancel

volunteerkeyInfo,
ValunteerkeyInfo,AgencyID
valunteerkeyInfo. Title

volunteerKeyInfo,Addressz1
vaolunteerkeyInfo.Address2
valunteerkeyInfa.
VaolunteerkeyInfo,
valunteerkeayInfo.
volunteerkeyInfo,
ValunteerkeyInfo,
valunteerkeyInfa,
VolunteerkeyInfo,
ValunteerkeyInfo.
volunteerkeyInfo,
VolunteerkeyInfo,

Intake Date

City
State

Zip

Mail Preference
Harne Phone
wark Phane
Mabile Phone
Fax

Pager

other Phane

Wolunteers, First Mame
Wolunteers, Last Mame
WalunteerkeyInfo Addreszl
WVolunteerKeyInfo, City
WolunteerkeyInfo, State
WolunteerkeyInfo, Zip
ValunteerkeyInfo,Horme Phone
WolunteerkeyInfo, E-Mail
Wolunteers, Status
WolunteerkeyInfo Intake Date

7. Select the columns to be included in the report, then click the right arrow » to move to the Assigned

Columns frame. For this report, select the columns listed above. Click OK.

NOTE: To move multiple columns, hold the Control key and select the columns you want in the
report, and then click the right arrow » , or double-click an available column to move it to the
Assigned Columns frame. Double-click a column in the Assigned Columns frame to remove, or

select the column and click the left arrow 4 .
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8. At the Column Configuration display, columns can be moved up or down to change the display order.

colurmn Header Sortable Summary Format Visualization Width  Alignment  Style  Actions

First Name F =] [ (nane) v| [ ex E

Last Hame = [ (nane) v l:lpx H X

0D 2 [ 5 O CEEE &
0 8 [ 5 O e @E  « |4
0 8 [ 5 Jex B
Zip Zip O =] [tnene) ~| [ Jex e v E x
Herne Phene O B [tnone) | [ Iex E x

0 8 [ 5 e B

0 8 [ 2 e B

o 8 e B

9. Change the Intake Date format by clicking the down arrow under format and select Short Date.

Make the Last Name column sortable by placing a v" in checkbox.

Intake Crate |Intake Cate | D E

General Date
Long Drate
Mediurm D ate
Short Date
Long Tirme
Mediurn Tirme
Short Time

add Columns

Get help configuring columns.,

Previous Step | Hext Step |

10. Click the down arrow at Report Settings. Apply the Ocean format.
11. Name the report Volunteer Contact Information and save.
12. Run the report.
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Tutorial 2 - Volunteer Contact Information for Active Volunteers with Intake Date Parameter

This report displays Volunteer Contact Information for Active Volunteers whose Intake Date was between
97/1/2007 and 10/31/2007.

1. Modify the report Volunteer Contact Information by placing a v in front of the report name and clicking

the Modify Report icon.

2
3
4
5
6
7
8

. Click Parameters in the Selection Panel.
. Click the Add a Parameter button/

. Select the VolunteerKeylnfo.Intake Date column.

. Select Between for the Operator.
Enter the dates 7/1/2007 and 10/31/2007.

. Save Parameter.

. Save report and run.

Headar X
Header Infarrmation

0lSection
Crata
ardering
Parameters
Z Table X

Calurnn Configuration

Grouping

Table Settings

Data |3 Ordering |y BEGGILG -0 ¥ Column Configuration | % Grouping | ¥ Table Settings

Parameter Details:

Colurmn: WolunteerkeyInfo,Intake Date b
Cperator; Betwean w
. g2
Walues: Specific Value w ||7/1rz007 B Qg
i
Specific Value W | |10/31/2007 LbJ —
Azk in Repaort: I:‘

Please use the Enter key to separate items in a data entry list,

Save Parameter Cancel

Get help with setting parameters,

Previous Step Mext Step
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Tutorial 3 - Volunteer Contact Information for Active Volunteers with Intake Date Parameter set to
Ask
This report allows you to ask for a specific intake date before running the report.

1. Modify the report Volunteer Contact Information by placing a v in front of the report name and clicking
the Modify Report icon.

2. Click Parameters.

3. Select the Edit icon.

Header X
Header Information Data |3 ordering |> [ETAAaell > Column Genfiguration | > Grouping |3 Table Settings
flSection
Data
Move Columin Name Operator value Ask Caption Actions
Ordering
Parameters Voluntearkeylnfa. Intake Date Batwesn 7/1/2007 AND 10/31/2007 False &
¥ Table x
Column Configuration add a Parameter
Grouping
Table Settings Get help with setting parameters,
Previous Step |  Next Step

4. Remove the dates and place a v' in the Ask checkbox.
5. Leave the default to appear in a new line.

6. Click Save Parameter.

Header x

Header Information Data |3 ordering | > [EETEIRTell > Column Senfiguration |3 Grouping |3 Table Settings
Tlsection
Data
Ordering
Parameters |§I\‘ x
* Table x

Column Configuration
Grouping
Table Settings

Parameter Details:

Column: VolunteerkeyInfo. Intake Date w

Operatar: Betwesn v

Default Values: [ op.ofic value v B Q pna
Specific Value v 8l Q

Ask in Report:

Captian:

Cantrol Type: Date v

Display this () Hewt to the previous parameter
parameter:

@1 5 new line

Please use the Enter key to separate items in a data entry list,

Save Parameter Cancel

et help with setting parameters,

Previous Step | | Next Step

7. Save the report and run.
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8. Enter Intake Dates and click Run. (You must enter as mm/dd/yyyy).

|
Intake Date between | F@ and | F‘ﬁ‘]

Run | Run and Hide Parameters |

9. Enter different Intake Dates and click Run and Hide Parameters.
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Tutorial 4- Student Attendance Report by Specific Dates with Hours Totaled (Grouped Flat-Table)

Sample Report — Student Attendance

Last Mame First Name

Adams John

Mary

Daniel

Date

10/26/2006
10/30/2006
10/27/2006
11/2/2006

11/6/2006

10/24/2006
10/25/2006

10/25/2006
10/26/2006
10/30/2006
10/27/2006
11/2/2006

11/6/2006

10/24/2006

11/30/2003
11/30/2003
64772004

Class

Hours

Demo Group
Demo Group
Demo Group
Demo Group
Dermo Group
Cerno Group

Lo m oo O

Crerno Group
Student Hours 29

Demo Group
Demo Group
Demo Group
Demo Group
Dermo Group
Cerno Group

Lo U w w T N ) B L i 3

Crerno Group
Student Hours 30

ESL-Intermediate z
ESL-Intermediate z
EsL-Intermediate 5

Student Hours 9

1. Click Add a New Report.
2. Select the data objects:
Students

PersonClassHoursAttended
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3

. Click Column Configuration. Select the following columns and click OK.

Aszigned Columnns

Students.Last Mame

Students. First Mame
PersonClassHoursAttended. Date
PersonClassHoursAttended, Class
PersonClazsHoursAttended.Hours

4. Place a v in the sortable checkbox after Last Name.
5. Change the Date format to Short Date.
Header x
Header Information Data |3 Ordering |3 Parameters |3 Rt e CELl > Grouping | Table Settings
0 section —
Ordering Colurmn Head. ble S v Format Visualization  Width  Alignment  Style  Actions
EStsmeters Last Name |Last Mame =] (rone) v % Left  ~| E X N
_:?::nn chﬁgu,.ah-D: First Name |First Name O B (none) v % |Leit v X
v
Tab@iz;ﬁ:zz Dats Date O = shart Date v % Left v [ X
Sxports = Class Class | = (none) v % [ v B X x
Export Options Haurs Hours D D (none) [y LS Left W B x
Add Colurmns
6. Select a report style.
7. Click the Grouping button. Select Grouped Flat-Table and click Add Grouping Layer.
8. Select Student Last Name and First Name and move to Grouped Columns.
9. Click Add an Aggregate Column.
10. Select PersonClassHoursAttended.Hours for the aggregate column.

1
1
1

1. Choose Sum for the aggregate function.
2. Add the label Student Hours.
3. Click Save Layer.
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Layer 1 Grouping Columns:

Available Columns Grouped Columins
Students.Agency Mame rs Students.Last Name
Students. AgencyIl Students. First Mare

Students, S5H

Students. Program

Students, Keyword

Students, Keyword2 >
Students, Entry Level

Students. Current Level

Students, Subject Area

Students, Aszessment Status *
Students, Ethnicity

Students, Gender

Studentz.Employrment Status

Students, ESL Student (/M)

Students, Dizability W

Group Aggregates:

Aggregate -
Column ggreq Label Actions
function
FerzonClassHoursAttended, Hours gum * | |[ftudent Hours <
add an Aggregate Colurmn
Sawve Laver Cancel
Get help with grouping data,
Grouping Options window
Header X
Header Infarmation Data |) Ordering |y Parameters |3 Colummn Configuration |)M) Table Settings
B SEcHnn Dt Do you want thiz to be a grouped repont? Please choose the grouping style:
ata
Crdering Grouping Options:
Pararneters
£ Table X O Mot Grouped @ Grouped Flat-Tahble OGrouped Drrill-Down

Column Configuration

Grouping
Table Settings

Grouped Columns Aggregate Columns Actions

students.Last Narne Column Aggregation Label

S Exports E Students.First M
Expott Optionz usents. First Rame PersonClazsHoursAttended.Hours  Sum Student Haurs

& X

Add Grouping Layer
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14. Click Parameters.

15. Click Add a Parameter.

16. Add the following parameter details. (In this example, the date parameter is set for dates between
7/1/2006 and 12/31/2006. Any date range can be added).

FiHeader x
Header Information Dats |3 Ordering | ) [BEEUI T ed ¥ Colurmn Configuration |3 Grouping |3 Table Settings
[Tlsection
Data
Crdering
Parameters Ii‘. X
= Table x

Calurnn Configuration

Grouping

Table Settings

H
{ Parameter Details:

[FlExports x

Column: PersonClassHoursAttended. Date e
Export Options
Operator; Between ~
8 B )
Values: Specific Value v ||7/1/2008 BQ ang
th] ()
Specific Value | 1273172006 “

Ask in Report: il

Please use the Enter key to separate items in a data entry list,

Sawe Parameter Cancel

17. Click Save Parameter.
18. Click Exports and place a v in the checkbox after Export to Word and Export to PDF.

FHaadar x
Header Infarmnation Export Options
[Msection
Data Searchable Report: |:|
Orderi
rdenng Printable Paging: |:|
Pararmetars
Export to Excel:
¥ Table x R I:l
Colurmn Sonfiguration Export to Ward:
Grouping
Export to PDF:
Table Settings .
Export to CEV: * F
[FExports x
Export Options Export to XML: * I:l

Send POF Report By =Mail:

19. Save and run report.

Add a condition:

1. Modify the report.

2. Click Column Configuration.



3. Click the Style icon to add a style to Hours.

Hours Hours F l:l (none)

Left

i

4. Click Add a Condition.

5. Select the column PersonClassHoursAttended.Hours.

6. Select:

Operator: Less than
Value: 5
Style: Red

7. Click Save Style.

Save and run report.
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APPENDIX A

UNDERSTANDING DATA OBJECTS

A data object is equivalent to one table or view from the source database (in this case the source
database is LACES. Data objects are usually given user-friendly names and descriptions to help users
build reports. Data objects can be related to one another. When the user chooses a data object by
placing a v in the box next to it, any data objects that have a relationship with the initially selected data
object will display. (Refer to Page 13, Selecting Report Data).

By clicking the + in front of a data object, you can expand it to view a list of available data columns.
Some data objects may have the same available data columns. This allows the user to build a report
without having to go to multiple locations to find the data columns they need. For example, the data

object AgencyStudentGoals contains data columns for Last Name and First Name.

= D AgencyStudentSoals

AgencylD

Category

Tupe
Kevword
Status

The data object for Students also contains data columns for Last Name and First Name. If the user is
creating a report based on both of these data objects, and the report will contain the Last Name and First
Name data columns, those columns only need to be added once.

= Students

Agency Mame

AgencyID

Last Mame
First Marme
SSH

Program

Keyword

Student Last Name and First Name are located in a specific table in the database. While these data

columns may be included in more than one data object, the data is coming from the same source.
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Data Objects and their Associated Data Columns

AgencyStudentGoals
Last Name
AgencyID
First Name
Category
Type
Keyword
Status
Date Set
Date Met
Description
Included in Survey
Responded to Survey
SSN
Keyword
Additional Details
Goal ID
PersonID

Checkout
Last Name
AgencyID
First Name
Status
Type
Start Date
Due Date
Return Date
Amt. Due
Material ID

ClassPersonDirectory
Last Name
AgencyID
First Name
Address 1
Address 2
City
State
Zip
Phone at Address
ClassSectionID

ClassPersonHoursAttended
Date
AgencyID
Last Name
First Name
Middle Name
Type
Hours Present
Hours Absent
Late



Date
ClassSectionlD

ClassPersonRegistration
Last Name
AgencyID
First Name
Final Grade
Grade Points
QualityPoints
Earned Credit
Possible Credit
Class Start Date
Class End Date
Enroll Status
Hrs Earned
Student Start Date
Student End Date
ClassSectionID

ClassSectionComment
Date
AgencyID
Type
Comment
ClassSectionID

ClassSectionKeylnfo
Status
AgencyID
Maximum Students
Term
Course Number
Title
Department
Class Start Date
Class End Date
Program
Level
Keyword
Bldg/Room
Days
Time
ClassSectionlD

ClassSections
Term
AgencyID
Course Number
Title
Dept
Class Start Date
Class End Date
Program
Level
Keyword



Bldg/Room

Days

Times

Status

Enrolled

Maximum

Waiting

Complete

Last Date Hours Added
Weeks of Class

Hours per Week

Hours per Term
Organization

Location of Instruction
Location Type
Minimum Students
Variable Credit

Credits

Maximum Credits
Instructional Area
Class Meets Requirement
Language of Instruction
Cost

TotalPay

Current Hours Offered
Total Hours Offered
Class Section ID
Agency Name

ClassStaffAssignment
Assigned
AgencyID
Start
End
Status
Last Name
First Name
Primary
Title
Teaching Assignment
Scope of Assignment
Date
ClassSectionID

ClassStaffHours
Date
AgencyID
Last Name
First Name
Type
Hours Present
Hours Absent
Late
Date
ClassSectionID



Contacts
Last Name
AgencyID
First Name
SSN
ContactlD
Status
Type
Keyword
PersonID

Custom PersonFields
AgencyID
Custom String 1
Custom String 2
Custom String 3
Keyword?2
Custom Date 1
Custom Date 2
Custom Number 1
Custom Number 2
PersonID

DonationsReceived
AgencyID
Date
Type
Value
Deductible
Comment
Donor Name
Donation ID
DonorID

DonorComments
AgencyID
Date
Type
Comment
DonorID

DonorHeader
AgencyID
Name Donor Listed As
Status
Keyword
Donation
Total Donated
Amount of Last Gift
Date of Last Gift
Title/Prefix
Last Name
Middle Name
First Name
Company
Title of Position



Address1
Address2

City

State

Zip

Mail Preference
Home Phone
Work Phone
Mobile Phone
Fax

Pager

Other Phone
Other Phone Type
E-Mail

DonorID

DonorPledges
Date
Type
Value
Comment
DonorID

Donors
AgencyID
Last Name
First Name
Middle Name
Status
Keyword
Level
Donor Display Name
Status
Keyword
Mail Preference
Source Type
Donor ID
SSN
Company
PersonlD

DonorStatusHistory
Agency ID
Start Date
Status
DonorID

Family
Agency ID
Family Name
Family Uniqgue Number
Family Type
Family ID
Status
Keyword



FamilyHours
Agency ID
Date
Type
Hours
Family ID

FamilyMember
Family ID

FamilyStatusHistory
Agency ID
Start Date
Status
Family ID

FiscalYearRecords
Agency ID
Fiscal Year
Reporting System
Created Date
Last Update
Completed
Reviewed
Year
PersonlD

Groups
Agency ID
Group Name
Main Tutor
Group ID
Status
Program
Level
Keyword
ClassSectionID

GroupStudents
Agency ID
Last Name
First Name
Status
Start Date
End Date
Group
Group ID

GroupTutorHours
Agency ID
Date
Last Name
First Name
Type
Hours Present
Hours Absent



Late
ClassSection IF

Materials

Agency ID
Name
Copy #
Status
Type
Keyword
Level
Description
Cost
Material ID

PairHistory

Agency ID
Start Date
Status
Pair ID

PairInstructionalHours

Pairs

Person

Agency ID
Date

Hours Present
Student ID
Tutor ID

Agency ID
Student Name
Tutor Name
Status
Program
Keyword
Level

Pair ID

Agency ID
Last Name
First Name
Middle Name
Ethnicity
SSN
Birthday
Person ID
Student
Staff

Tutor
Donor
Contact
Volunteer
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PersonAdddresses
Agency ID
Start Date
End Date
Address1
Address?2
City
State
Zip Code
County
Area
Phone
PersonID

PersonAssessments
Agency ID
Fiscal Year
Date
Instrument
Form
Subtest
Level
Scaled
SPL/GLE
Assessed Level
Raw Score
Hours Since Last Assessment
PersonlD

PersonClassHoursAttended
Agency ID
Date
Course Number
Class
Type
Hours
Absent
Late
Date
Course Code
PersonlD

PersonComments
Agency ID
Date
Type
Comment
PersonID

PersonDemographic
Agency ID
Gender
Ethnicity
Birthdate
Birthdate Verification
Born Outside US



Country of Birth
Immigrant

US Citizen

Country of Citizenship
Marital Status

Number of Dependents
Registered Voter
Homeless

Residence Area

Public Assistance
Economic Disadvantage
Dislocated Worker
Displaced Homemaker
Migrant Worker
Employment Status
Military Service Experience
Family Income Range
Minor with Adult Status
Single Parent or Guardian
At Risk

Abuse

Correctional

Institutional

District

PersonID

PersonGoals
Agency ID
Date Set
Date Met
Status
Keyword
Type
Category
Date
Description
Included in Survey
Responded to Survey
Additional Details
PersonID

Personldentifier
Agency ID
Creation Date
Last Update
Identification Type
Document or ID Number
PersonID

PersonLanguages
Agency ID
Date Noted
Language
Language Type
Native
Speak



Read
Write
Language
PersonlD

PersonLevelHistory
Agency ID
Date
Level
Subject Area
Level
Person ID

PersonPreferences
Agency ID
Effective Date
Item
Choice
Weight
Comment
Person ID

PersonProgramHistory
Agency ID
Program
Start Date
End Date
Status
Notes
Created
PersonlID

PersonProgramRegistration
Agency ID
Program
1% Intake
Status
Dateleft
Exit Reason
PersonID

PersonWorkHistory
AgencyID
Start Date
End Date
Status
Occupation
Description
Salary
Employer
Person ID

SEAAgencyStudentGoals
Agency ID
Agency Name
Last Name



First Name
SSN

Date Set
Date Met
Status
Type
Category
Keyword
Program
OverallStatusCode
PersonID

StaffClassAssignment
Agency ID
Term
Course Number
Title
Primary
Assigned
Start
End
Status
StaffMemberID

StaffHistory
Agency ID
Start Date
End Date
Status
StaffMemberlD

StaffHours
AgencyID
Term
Date
Title
Type
Hrs Present
Hrs Absent
Date
Person ID

StaffMemberQuickAdd
Agency ID
Last Name
First Name
Middle Name
Status
Title
Keyword
Department
Program
Level
Title/Prefix
Suffix
Address1



Address2

Zip

City

State

Mail Preference

Home Phone

Work Phone

Mobile Phone

Fax

Pager

Other Phone

Other Phone Type
E-Mail

SSN

Classification
Employment Status
Fulltime Position
FTE-Percent

Hire Date

Start Date

Level of Education Completed
Prior Related Exp-Years
Prior Teaching Exp-Years
StaffMemberID

StaffMembers
AgencyID
Agency Name
Last Name
First Name
SSN
Status
Program
Keyword
Department
Position Title
Job Classification
Staff ID
Employment Status
Fulltime
PersonlD

StudentClassRegistrations
Agency ID
Letter Grade
Quality Points
Grade Points
Units
Variable Credit Class
Possible Credits
Earned Credits
Class Meets Requirement
Elective
Remedial
Honors
Standardized Test



Work Credit
Advanced Placement
Enroll Date

Enroll Status
Student Start Date
Student End Date
Fees Paid

Date Paid

Fee Amount

Term

Course Number
Title

Type

Course Code
Hours

Absent

PersonlD

StudentDisability
Agency ID
Informed Disclosure Not Required
Apparent or Disclosed Disability
Vision Impaired

Legally Blind
Hearing Impaired
Deaf

Speech Impaired
Mute

Paralysis

Nonparalytic Orthopedic
Missing Extremities
Specific Learning Disability
PersonID

StudentEducation
Agency ID
Date First Intake
Admission Status — 4140
ESL Student
Last Enroll Date
Last School Attended
Highest Education Completed
Entry Grade Level
Source Type
Source Name
Why Enroll
Mandated Student Type
Post School Recognition — Graduation Exercises
StudentID

StudentKeylInfo
Agency ID
Intake Date
Student Unique Number
Addressl
Address2



Zip

City

State

County

Mail Preference
E-Mail

Phone at Address
Home Phone
Work Phone
Mobile Phone

Fax

Pager

Other Phone
Other Phone Type
Contact Preference
Student ID

StudentPairs
Agency ID
Match Date
Start Date
End Date
Status
Tutor First Name
Tutor Last Name
Hours
Student ID

Students
Agency ID
Agency Name
Last Name
First Name
SSN
Program
Keyword
Keyword2
Entry Level
Current Level
Subject Area
Assessment Status
Ethnicity
Gender
Employment Status
ESL Student (Y/N)
Disability
Correctional
Institutional
Completed Level
Student Unique Number
Student ID
Status
Person ID
Address1
Address2
State City



ZipCode

TutorComments

Agency ID
Date

Type
Comment
Tutor ID

TutorGroupAssignment

Assigned
Start

End

Status
Last Name
First Name
Primary
Group
Program
Tutor ID
Group ID

TutorHistory

AgencyID
Start Date
End Date
Status
Program
TutorID

TutorPairs

Tutors

Agency ID

Match Date

Start Date

End Date

Status

Student First Name
Student Last Name
Hours

TutorID

Agency ID
Address1
Address2
City

State

Zip

Home Phone
Work Phone
Mobile Phone
Fax

Pager

Other Phone
Other Phone Type
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E-Mail

SSN

Highest Level of Education Completed
Previous Tutoring Experience
Completed Initial Training
Date First Tutored

Last Name

First Name

Middle Name

Status

Keyword

Level

Program

Intake Date

Mail Preference

Contact Preference

Source Type

Source Name

Initial Training — Completion Note
Still Available — wait match
Date Left

Reason Left

Gender

Ethnicity

Tutor ID

Keyword2

Person ID

VolunteerHours
Agency ID
Date
Type
Hours
Comment
Volunteer ID

VolunteerKeylInfo
AgencyID
Intake Date
Title
Address1
Address?2
City
State
Zip
Mail Preference
Home Phone
Work Phone
Mobile Phone
Fax
Pager
Other Phone
Other Phone Type
E-Mail
VolunteerlD



Volunteers

Agency ID
Last Name
First Name
SSN
Volunteer ID
Status

Type
Keyword

VolunteerStatusHistory

Agency ID
Start Date
Status
Volunteer ID

WorkshopLogistics

Agency ID

Minimum Students
Cost

Location of Instruction
Notes/Meeting details
ClassSectionID

WorkshopRegistration

Agency ID

Last Name

First Name

Enroll Status
Workshop Start Date
Workshop End Date
Min Reqd Days
Days Present
Hours Present
Enroll Date

Student Start Date
Student End Date
ClassSectionlD

Workshops

Agency ID
Session Name
Session ID
Type

Status
Keyword
ClassSectionID
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