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Navigation: Home > Campus Community > USM Campus Community > Reporting > Student

Data Report

Step

Action

1.

Key Information:

1. The tables that populate the Student Data Report are updated nightly.

2. It's advisable to begin the run control id with "SDR_....".

3. Student data can only be collected from 3 terms in the past and 3 terms into the future from the
date of the run.

4. Field names EMPLID, USM_Name, and FERPA should always be included on the report.

5. The report is rendered and prints landscape, thus you can include approximately 8-10 columns /
fields.

6. If the FERPA flag is marked with a Y (yes), then the student's info must NOT be released.

For FIRST TIME ONLY: Click the Add a New Value tab.

Enter a "Title" for the process.

NOTE: Run control IDs cannot contain spaces.

Click the Add button.

Student Data Report

/\
| Find an Existing Value ( Add a New Value 2

Run Control ID:|SDR_ENG_3GPY gy 3

Add < 4

Enter the report name you would like to appear at the top of your printed report. Limit: 30
characters.

Select the appropriate address:

1. Home: Pulls the home address. If home address does not exist, nothing appears.

2. Campus: Campus address. If campus address does not exist, home address will appear.

3. Degree: Only appears if the student has applied for graduation. Otherwise, nothing appears.
4. None: No address will appear.

Enter the term code of interest.

Enter the file name that will be used in moving your report into MS Excel.

NOTE: Do NOT use special characters, especially periods!!
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9. | Select appropriate field name by using the magnifying glass search.

NOTE 1: This will form the columns across the top of your report.

NOTE 2: The order you list the field names dictates the column order on your report.

10.

Check the box if you want to see the info for this field on your report.

NOTE: If you check off the box, the info will still be used in your search but it will not appear on the
report under a header.

11.

Use if you want to limit the results displayed on your report. Operators include "less than,
to," "greater than," etc.

equal

12.

Enter the value that coincides with the operator selected.
Example: operator equals "greater than" and value equals "2.99" to display students with an GPA of
3.0 or higher.

13.

This allows you to sort the info down the left-hand side of the report, such as sorting the report
beginning with the highest GPA down to the lowest.

NOTE: If you do not include a sort order, it will be sorted by EmplID.

14.

Click the button until all field names have been entered.

15.

Helpful Hints:
1. Always include the field names: EMPLID, USM_NAME, and FERPA.

2. Click the View All link and modify (as needed) the field names, operators, values, and sort order
before running the report.

3. A warning message will appear if there are too many field names / columns for the report to print
landscape. In this case, delete unnecessary field names.
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16.| Click the Run button.
16
{ Stdnt Data Report #
Run Control ID:  SDR_ENG_3GPA Fepord Manager Process Monitor Run | File Name can only contain
letters and numbers and un
5 l 8 Other characters will be rem
Report Title: |3-U English Majors |UserID: &301905 * Program will add ext of DAT
- rerm:[4115]Q Fle Name: [ENG_30
'Home (campus ) Degree (O None _ _
Optional: Iffile is also needed
Report Field Selection Scroll Area n Find | View Al First Kl 3 or3 [ L ast
=
Report Seq: 3 *Field Name: | CUM_GF’-"\k |O\ Include on Report Sort Order (1,2 or 3) optional: EI T
jess for Disp condtion string 13 14
5
Criteria for Field Selected FindJview Al First (1] 1 of 1 [F] Last
Operator: E|
1 | greater than
17.] Choose PSUNX as the server name.
18.| Select Web as Type.
19.| Select PDF as Format.
20.| Click the OK button.
Process Scheduler Request
User ID: W301906 17 Run Control ID: SDR_ENG_3GPA
Server Name: CPsunix %/ Run Date: 03/02/2011 B
Recurrence: Run Time: 12:38:27PM Resetto Current DateTime ‘
Time Zone: |:|Q
Select Description Process Hame Process Type
Stuge 20 ACARD22A SOR Report
Cancel
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21.| Click the Report Manager link.
21
[ Stdnt Data Report ', *
Run Control ID:: SDR_ENG_3GPA Report Manager) Process Monitor Run
FProcess Instance: 3097052
Report Title: |3.0 English Majors |User|D: W301908
i aaar | e P Y pu—— = (Y [T
22.| Click the Refresh button until the report Status is "Posted" which may take several clicks.
23.| Click the Student Report link once the report has "Posted."
22
{ List Y Explorer Y Administration } Archives |
View Reports For
User ID: |:| Type: | V| Last: |_1| Days Refresh 7’
Status: Folden| V| Instance: | | to: | . |
Report List Customize | Find | View Al | 88 First [ 4 c74 [ Last
Report  Prcs Request / )
Select D Instance Description DatelTime Format Status‘ Details
03/02/2011 Acr - ~ .
810830 3097052 Student Report TR "D 23 \F'-DETECI} Details
24.| A new window will appear to display your results.
NOTE: Turn OFF all pop-up blockers!!
25.| NOTE: Enlarge the report by using the Zoom feature.
= https:/f/sacir90.0tr.usm.edu/psreports/sacir90/810830/acar022a_3097052.PDF - Windows Internet Explo
Y e |§, usmn.edu V| @ Cel
File Edit GoTo Favorites Help
7 Favarites I hitps:/{sacir90. otr . usm.edu/psrepartssacir90/§1083. . 25
B8 € ¥ u@eEmdE W -
E The University of Eouthern Mississippi
Report ID: ACAROZIA 3.0 ENGLIEH MAJORE
Requegtad Term: 4115
Address Type: CAMP
EMPLID ACRD PROG COM_GEPR
UERG 3.55
UENG 3.19
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26.| To convert report to MS Excel (optional), click on the Details link to the right of "Posted."

View Reports For

User ID: |:| Type: | V|Last: E Days w Refresh |

Status: Folden| V|Instance: | | to | |

Customize | Find | View All | 8 First [ 1 .0r1 [ |

Report Prcs - Reqguest .
Select D Insta Description DateTime Format Status Detail
03/02/2011 Acrobat
Sludent =ep -
810830 3087052 Student Report 12-38:59P M *pdh Posted

27.| Hover your mouse over the
.DAT file and RIGHT-CLICK!!

File List

SOR ACARDZ3A 3087052 log
acarfZZa 3097052 POF
acarfZ2Za 3097052 out

28.| Click on "Save Target As..."

Student Report
Distribution Details
Distribution Node: PSREPORTS Expiration Date:

File List
— File Size (bytes
EMG 3004 R

Cpen
SOR ACAF _

Cpen in Mew Tab
acari2?a ) _

piabmaa D o

acarl22a

44— 28

e 1T

29.| Select where you would like your report to be saved.
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30.| Click the Save button.
Save in: (@' Desktog v| 2D 2 B -
—
5 BMy Daocuments [C3)504R. Skaff Tukorial
il :a -j My Computer [C330aR Student Tutorial
My Receant HMy Metwark Places ) Themes
Documents ) add page
- |-=) addapplication
=
r |- Adobe Reader 9 Installer
Desktop I Campus_Hub_Add_Members
) Campus_Hub_Add_Privileges_oT2
. I3)Canon
'_J’r ChCovers
|5 delete a page in campushub
Mw D t
w Documents () 0utlook
~ IChpattern_files
3])_; C508R90
. ICT)50AR Fac Tukarial
My Computer
™ File name: EI-I [E]
My M etk Save as bype: | DAT Document
31.| Click the Close button.
Download complete
FJ
—'f_ > Download Complete
EMG_30,0AT From sacir20,okr,usmm, edu
Downloaded: 10,1KB in 1 sec
Download bo: C:\Documents and Setting.. \EMG_30.DAT
Transfer rate: 10.1KB/Sec 31
[] Claze this dialog box when download completes ¢
[ Open ] [ Open Folder ( Cloze b
=1 SmartScreen Filker checked thiz download and did not report any
— threatz. Beport an unzafe download.
32.| Open Microsoft Excel.
P
|LF: Microsaft Office Excel 2007
.
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33.

Click the menu button and click on Open.
@&

|

7 Open

[I_I Save

33

34.

Select the location where you saved the document.

35.

Select "All Files" or "All Excel Files."

36.

Click on the file that you just saved.

37.

Click the Open button.

'i@ Deskkop

Lok in:

34

v @-3 X i @3-

L.E) My Recent BMV Documents
Documents j My Camputer

@ Desktop Mv Metwark Places

e Adobe Reader 9

B8 qucuments ) Camtasia Studio 4
@Mozilla Firefox

Iy
:J Cornputer é snaglt §

":g Iy Metwark 36

Flaces

35

£

37

|

File name: ) A

Files of type &l Files (*,%) )

Tools hé

Cancel

38.

Click the Delimited option.
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39.| Click the Next button.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Delirmited.

If this is correct, choose | 3@ fhoose the data type that best describes your data,

riginal data type

Chg RE that best describes vour data:

; - Characters such as commas or tabs separate each figld,
() Fixed width - Fields are aligned in columns with spaces between each field,

Stark import at row: |1 % | File origin: 437 1 OEM United States A

Preview of File Ci\Documents and SettingsiUseri Deskbopt EMG_30.0AT.

1 EMPLID, ACAD PROG,CUM GPA,ADDR TY¥PE, ADDER 1,ADDR Z,CITY,ST,POSTAL, PHONE b
z |D# LUENG, GPA HOME,

3 |pge  LUENG, (SPA, HOME,

4 nx UENG, s JHOME, 39

g JUENG, L CRMD, b
< | :

G =)

40.| Check the Comma box.

41.| Click the Next button.

Text Import Wizard - Step 2 of 3

This screen lets wou sek the delimiters vour data contains, You can see how your text is affected in the preview

belo,
consecutive delimiters as one
40 | "
iier: v

-

Delimiters

Daka preview

MPLID,ACAD PROG,CUM_GPA,ADDE TYPE,ADDE 1,ADDE Z,CITY,S5T,POSTAL, PHONE b
ID# ,UENG, GPA ,HOME,
D& LUENG, [SPA4 HOME,

D# -VENG, Spga  HOME,
JUENG, L CAMP,

£ >

)

[ Cancel ][ < Back.
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42.| Click the Finish button.
Text Import Wizard - Step 3 of 3
This screen lets you select each column and set the Data Format.
Colurn data farmat
() General )
‘General converts numeric walues ko numbers, date walues to dates, and all
O Text remaining values to kext,
) Do niot impart column (skip)
Data preview
aneral General Geperal Ceperal Cen
CAD PROG FUM GPA RDDE TYPE BLDER 1 BDD] ™
IC# ENG SPA, FOME
D& ENG GPA  HOME
Dt ENG GPA HOME
ENG CAMP LLS |4
£ >
[ Cancel l ’ « Back ’ Finish )
43.| Your report will appear in MS Excel.
3/4/2011

Produced by the Southern Miss Learning Enhancement Center




