                                                                                      [image: image1.png]NORTHERN COLORADO

>



           

                                                                                             [image: image2.jpg]INsiGHT



                 

How To Complete

the Request Additional Reporting Objects Forms
To find the data elements (fields) needed to create the report...

· Log in into Banner

· Navigate to the form that the data element is located on

· Click into the field or if you are not able to click into that specific field, click into another field on that form  

· Click the “Help” menu at the top of the form, select “Dynamic Help Query” to determine the table the form is using.
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The ‘Block’ reference identifies the table name; the ’Field’ reference identifies the data element (field) name.
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To determine where the table is referenced in the Meta Data Reporting Views, 

navigate to http://itbpedw01.unco.edu:9000/metadata/ODS_index.html .

Each module has a listing of ODS Reporting Views.  (i.e. If looking for Student data click on Student, if looking for Human Resources or Payroll data, click on Human Resources.)

Click the link for the module you want to see the Reporting Views for.
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Scroll down the page of Reporting View Meta Data Reports information.  

At the bottom of the Views, you will find a listing of Tables (Source Reports:).
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Find the Table(s) that contains the data element(s) needed for the report.  Click on the table name.  

The Reporting View Source screen will display.  This will identify where the data element is used in the Reporting view.   If you click the link for the View listed under the ‘Target’ column, the next display all data elements (fields) that are included in that  specific Reporting View.
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