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Getting Started

Software

New users of this reporting tool need to contact Information Technology for license information and availability.  Schedule with the Technical Support Center (TSC 1-4357) to have the software loaded on your computer.  
Security

You will need to fill out a security form for Insight at www.unco.edu/aboutinsight
On the second page, be sure to select level IV for Developer Studio, supply your computer tag number and acquire the signature of the Business Process Analyst.
Access
Select the Web FOCUS Developer Studio icon on your desktop
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Open the tree to find your folder.
· WebFOCUS Environments

· Dev

· Managed Reporting

You will be prompted to log in (same log-in and password as Ursa)
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Open the following folders


· Domains
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· Standard Reports

· Your Name Folder
Data

The data is retrieved from the Operational Data Store (ODS) which is an extension of Banner and organizes it into Meta Data.

By writing reports against the ODS it allows us to optimize the Banner system by not writing reports directly against Banner.

The ODS is updated nightly, so reports will reflect the prior day data. 

If live tables are needed for critical timing reports, you will use reporting objects with the naming convention listed below.  These reporting objects are created by IT.
ABL-xxx-Name

A=First letter of View in Banner (e.g. “S” for Student)

B=First letter of Area in Banner (e.g. “A” for Accounts Receivable)

L= which tells you this is reporting against live data

xxx= number for reporting object (e.g 001, 002 etc)
Name= descriptive name of reporting object (e.g. Employee Jobs).

See handouts for Meta Data and Prefix Definitions for further explanations.

Contact Information

Technical Support Center (1-4357)


Reporting Object Creation

Table Joins


Security Access

Problems with Meta Data

Assistance with developing report

Krystal Wiley, Business Process Analyst (1-2483)

Questions on using Web FOCUS tool

Training

Be sure to utilize other report writers in the office who will quickly become experts as they are developing reports.
Meta Data

Meta Data is the data fields within the modules of Banner organized into tables for using with the Operation Data Store.

You may access Meta Data at the following website or from the Insight Resources Tab:

http://itbpedw01.unco.edu:9000/metadata/ODS_index.html
You will select the module or view you are interested in:
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This will list all reporting views available with description and key information.
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If you select the “Reporting View”, you will see all field names with data type and source.
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Back Door Approach - Another way to find what Meta Data table you need: 
Go to the Banner screen you want information from (e.g. FGITRND)


Go to “Help”, then “Dynamic Help Query” to see tab block and field names.
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You can then go to the bottom of the Meta Data and find this block name.
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Select it and you will see the name of the Reporting Object you need to run reports with for that block and field name.
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As you get familiar with your Meta Data you will know which tables certain fields and forms exist in.
Running Existing Reports

MRE or Developer Studio
After opening your folder, you will see the names of the reports either developed with MRE or Developer Studio on the right hand side of the screen.  Double click on the report to open the report.  

Note:  You can open reports with tools moving up one level (MRE to DS) but not back one level (DS to MRE).
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Right click on the report from the tree then select “Run”
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OR

Double click to open the Procedure, click the final “Report” box

Select “Run”
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You may be prompted to enter some parameters

Then select “Run” again

Report will open in format report was created in (e.g. excel or HTML)

You may save the output in a secure location or close report.
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You may access other people’s reports by selecting their folders and running.  If you want to modify another person’s report, please make a copy and place in your folder.  See the section on Modifying Reports for further instruction.
Developing New Reports
Right click on “your name” folder

Select “New”

Select “Procedure”
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A new Standard Report Procedure box will open

Name your report

Select “Create”
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A “Procedure Viewer” window will launch with an icon to begin your new report.  

You can click on the “Component Connector” icon to get your list of choices, or use the shortcut icons on the toolbar above.  See handout R22 for definitions of these Procedure Components.
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Comments

It is recommended that you create a “Comment” Component Connector box to include such things as purpose of report, creator of the report and last modified date.  To do this:

Select the ‘Icon’

Select ‘Dialogue Mngr’

Type in all dialogue using ‘_*’ to designate it as comments.

Close 
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Report

Select either the Connector Component/Report or the Report icon to begin developing your report.
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A WebFOCUS Table List will open for you to select your first ‘Synonym’ with data.

Highlight your Synonym then select OK.
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Report Painter will open.

Now begin selecting your fields for output by dragging and dropping fields

Be sure to designate if these fields should be Detail, By, Sum etc.



See handout R23 for definitions of these Column Toolbars.

See all handouts in the “Advanced Features” section to do other things to your report like setting criteria, dropdowns, styling etc.
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Modifying Reports

Open a report that you may want to make modifications to by double clicking on the report.
This can be a report in any of the folders in the tree.  

Note:  There is no security attached to reports in these folders.

Be sure to select the correct Component box to make your modification.  There may be a box with comments, hold files, joins, defined fields and a final report box.  Be sure to look at all of these boxes to get a full picture of the development of the report.
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Using other developed reports as a starter:

If you are going to start with somebody else’s report

· Right click on report

· Copy

· Open your folder

· Paste

· Right click your new copy
· Rename report

Then proceed to make any modifications to YOUR copy of the report.
Saving, Organizing & Deleting Reports

Saving Reports
Once you have created a report and tested it you may decide to save.

If you select the “Save” icon [image: image24.bmp] in the upper left hand corner it will save in the folder you started developing the report.
You named your report when you started the development; however, you can rename by right clicking on the report and selecting “rename”.
Creating Sub Folders
In order to organize your reports under “Your Name” folder you can create sub folders.

· Right click on “Your Name” folder

· Select “New”

· Select “Subgroup”

· This will create a new folder under your name called “New Folder”

· Then right click new folder and select “Rename”
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Deleting Reports
· Open your folder
· Right Click on report to Delete

· Select “Delete”

· Note:  Be careful to not delete reports out of other people’s folders
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Publishing Reports
Once you have a report developed that you want to publish in Insight, follow these steps:

Copy   (right click on report) in your folder

Paste   in the DS/Testing folder for the appropriate data content area (see example for Accounts Receivable below)
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This report is now viewable by all campus users for testing and verifying in Insight Development.  Work with the area Data Steward for verifying your report.
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Once the report is verified as accurate, complete the Publishing form located at www.unco.edu/aboutinsight
Attach the document to a TSC ticket at http://d2.parature.com/ics/support/default.asp?deptID=8017
WebFOCUS Settings
New Window
To have Developer open in a new window when you run a second report while keeping the first report open, complete these setting changes.

· Open Developer Studio

· Select ‘Window’

· Select ‘Options’
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· Select ‘Use New Browser to Execute’

· Select ‘OK’
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Data Visualization

You can apply a horizontal bar graph to a report for data visualization.  These visual representations are in the form of vertical or horizontal bar graphs that make relationships and trends among data more obvious.

· Right click on a numeric field

· Select Visualize

· Click on the Visualize check box

· Select colors for graphs

· Select OK
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Look at handout A2 for more data visualization like Conditional Styling.

Grid Lines

You can add or remove grid lines in reports by doing the following:

· Click “Report Options”

· Click the “Style” tab

· Click “Select Grid”

· Turn “On” or “Off”

· Click “OK”
Counting Lines and Records

Put the following commands in your header or footer to count lines or records in a report:

&LINES

&RECORDS
Retrieval Limits

The retrieval limits will retrieve only a specified number of records to be displayed in a report.  This can be extremely useful when:

· Creating a new report and only a few records are needed from the data source to test it.

· The number of records are already known that meet the criteria, the search should stop after that number has been retrieved, thus reducing the total retrieval time.

Steps to set limits:

· Go to WHERE/IF toolbar

· Select Retrieval Limits

· Enter a number in either field based on definitions.
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Record Limit – will return that many values that meet your criteria before stopping.

Read Limit – will read that many lines looking for your criteria before stopping.  (if you use a small number here you may not get any results)
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