[N

Stony Brook University Reporting %E:R]\\L?‘IY( |

l

A Data Warehouse of

Student, Course and Financial Data

Student Records
Reporting

Prepared by Client Support 632-9800 p.1
http://it.cc.stonybrook.edu/get_help/ 2/5/2009



Access Student Records Reports and Help

Once you are logged in to the “remote” server an Internet Explorer window is
displayed open to the Stony Brook University Reporting site. You will not be
able to access any other web sites.

Stony Brook University Reporting

Admissions Student Records ProClarity Support
I

Home

Welcome to the Stony Brook University Reporting site!

e Click Student Records to access the Student Records reports

e Click Support to access the help documents
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Clicking Student Records will bring you to a “Dashboard” displaying summaries
of certain enrollment data.
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Graduate School
Cashboards

Errollment Trends
Registration Trends
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Search
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First Terrn at Institution Count 3,799 3895
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This is the Report List page. Click an icon next to the report to open it in the

browser.
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Specify Report Parameters

Some reports require that you select report parameters.

Home > Student Records = Graduation

Actions » | [ | 14 4| of0 b bl | Find Mext | [10

Microsoft SQL Server Reporting

: . Click the drop down
S fy P ter Value
pedly Farameter Vald arrow and select the

Report parameter values must be specified by Report Parameters

values in the pararmeters area and click the A

Then click Apply

Mylinks = | (@
Parameters
Career
IUGRD VI
Academic Plan
I{Select a Value> vl

Expct Grad Term
|Fall 2008 (1088) |

Prepared by Client Support 632-9800
http://it.cc.stonybrook.edu/get_help/

p.5
2/5/2009



Report Filtering

Some reports can be filtered.

Adrmissions = Sraduates

QJpen Update - 3

Find

Admit Type ey
Academicload  Full Time
Campus WEST
Carear Graduate

warsion Current Snapshot E‘T_]

Ey

N Count

) Select ikem:

ZJ Filter -- Webpage Dialog

I (select ally
= ¥ Al careers

+ A0 32
+ 2003 ™ Undergraduate
#2005 W Graduate
#2006 ™ Dental
#2007 10 ™ Medical School
+2008 6 ™ 5B Mon Credit
+HCAS 21,048 ™ Unknown
+ 2000 1,296
#2001 1,403
+ 2002 1,941
#2003 1,469
+ 2004 1,674
+ 2005 2,505
+ 2008 2,384
#2007 2,742 Ok Canecel
+ 2008 3,087 545 4565

Prepared by Client Support 632-9800
http://it.cc.stonybrook.edu/get_help/

p. 6
2/5/2009



Expand/Collapse and Drill Through
This feature may be available for some reports.

OPEH Admit
Accepts

Full Time

If a value is underlined you may

Some fields may ing click it and "drill through™ to

have the ability to more specific data
expandicollapse

If you do this, click the Back
button on the toolbar to return
the original report
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Print Reports

Even though you are connected to a “remote” server with limited resources you
do have the ability to print to any of your printers.

| @ 14 4]t To print the report click the drop down arrow

ith Report: Builder next to Actions and choose Print.
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Download Reports to Excel

While connected to the “remote” server you have access to Excel 2007 and you
can save reports to your MySBfiles folder or any of your mapped network
folders. You cannot save to your My Documents folder.

Home = Admissions > Undergraduates

Actions = 4 4 |1 faa [l | Find M
“.m .Iﬁ : i S Click Actions >
Cipen with Report Builder Export
Report P

’ R f =3l Choose Excel

#ML File with report daka

Subscribe

Prink

Expaork

3% {comma delimited)
TIFF file M
Acrobat {POF) File

165208

166216 e

Excel

166817

A new window opens, displaying the File Download dialog box.

File Download |

Do you want to open or save this file? Click Save

@ j Mame: graduate_applicant_pool_skatiskics, xls

[Hl Type: Microsoft Office Excel 97-2003 Worksheet, 17.9KB
From:  bi.campus, stany
Open Save | Cancel I
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My Documents = your MySBfiles folder!!!!!

Save As 3
o (e N = N

Save jn: I @ My Documents

After saving, close the new
window to return to the
Stony Brook University
Reporting site.

In the Save Asdialog box
when you choose to save
the report in My Documents
it will actually be saved in
your My SBfiles folder.

File name: IEunent Term Applicants j Save
|

Save as type: IMicrosoft Office Excel Worksheet Cancel

[t

How to Access Your Report

Your MySBfiles folder provides you with 500 MB of secure file storage on the
network. If you are using a campus computer signed on to the sunysb.edu
domain you will have easy access to the folder.

e Log off of the terminal server and return to your computer desktop
e Open My Computer

— You will find it as a
i)~ » Computer » mapped drive under
‘ Organize ~ 288 Views =~ o/ Properties i) System properties fgil Uninsl Network LOC’c’ltion in
My Computer.

MName Type : Total Size Fre

Favorite Links

El Documents Hard Disk Drives (1)

E Pictures & Local Disk (C)

_@ Music Devices with Remaovable Storage (1)
% Recently Changed y DVD RW Drive (D)

E Searches Metwork Location (3)

Public

N Ll

3 ~kmrant (\\My5Bfiles.campus.stonybro...

| - T . P P ¥ P SO
e X

If your campus computer is not signed on to the domain then you will not
see a mapped drive to MySBfiles and you will have to map the drive
yourself. To learn how to do this visit our website at:

http://it.cc.stonybrook.edu/networking/mysbfiles
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Log Off

When you are finished working in the Stony Brook University Reporting site you
must sign out of it and then log off of the “remote” server.

e Click the drop down arrow next to Welcome (Your Name)
e Click Sign Out

|'-.-'-.-'e|u:|:ume Kirm M, Rank = || (7] site Actions ~ [

My Settings
{%’ Jpdate wour user in

regional settings, and alerts.

Sign in as Different User
Login with a different account,

Request ACcess
Email the site adminiskrator bo request
additional permissions.

Ll T

Sign Out
Logout of this site,

e Then click Start and choose Log Off. This will return you to your
computer’s desktop.
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