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APPENDIX B: CUSTOM REPORT EXAMPLES

If you are feeling ambitious, three custom report examples are available here. You can follow along in
AccuSQL or AccuTrack itself to create these custom reports and then apply the principles to other
reports you would like to customize:

1. Adding a count of students helped by each tutor to the Tutoring Session report. This is an
example of adding count per group in the report.

2. Editing the Appointment No-Show report so the no-shows are grouped by date instead of
by the student. This is an example of changing the grouping of the report.

3. Editing the Instructor's report to print each instructor on a separate page. This is an
example of changing the report to print out each group on a separate page.

ADDING GROUP COUNT

The following tip explains in detail how to customize the Tutoring Sessions report by adding a count of
students per tutor. The same concept applies to counting groups in other reports.

1. Sign in to the System Administration area and click on “Reports”.
2. Click on “Tutor Reports ” in the Reports List and find the report called “Tutoring Sessions”.
3. Click on the report's name with the RIGHT mouse button, you will see a pop-up box:

Tutoring Session ’-}h"'{ Add to Favorites |
FHIE Pyl I_E! Zuskomize this report |
Tutor Payroll Det: %. — R
Tutor Pavroll - Pg Mermoatize this report

4. Click on “Customize this report”
5. You will see a box asking you for a name. Enter “Tutoring Sessions - with student count”
A Customize Report »

Giwe a name for this report;

Tutoing Sessions with student cound

Cancel
6. Click “OK”. You will see another box asking whether the report should be available to all. Click

”YES" \\
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AccusSOL

Should this report be available to any user or just for you?
When scope is any user: Everybody using reports screen would see it

under “Customized Reports™ branch.

[Yes] Make svailable to any user.
[No ] For me only
[Cancel] Cancel adding to favontes.

Yes

No

Cancel

X

7. You will see another box asking for a tooltip for this report (this is the yellow box that appears
when the mouse is on top of the report's name). Enter “Adds student count per tutor” and click

IIOK,’ -
A AccuTrack

T ooltip info fior thiz report [if any):
Adds student count per tutol

LCancel

b 4

8. You will now see the report ready for customization in the Report Designer:
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%D ROPB Y

& Group Fooler 3STUDENT_ID
o

& Group Footes 25UBTASK
-] ~ "y .o
2 Group Footer 1.TUT_ID
. J [TUTORING SESSIONS REPORT l = :
< Page Footes
]
bl M

& Summary
9. Click on the “Page Setup” icon in the upper left side of the screen:

10. You will see the Report Properties box. Click on the “Variables” tab.
11. You will see the report's variables page:
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B Report Properties X
Page Layout OptionalBands DataGrouping Varables  Protecion Ruler/Grid  Data Enwvironment
Variables: Value to store:

nCounter 0

nUserTot

nActTot Irvtial vaue:

nTutTot 0

nAlTot Reset value based on:
Report
Caloulation type:
Count
] Release after report

Add Remave

=
12. Click “Add”
13. Enter “rnLines” in the Variable name box.
A Report Variable b 4
Wanable name:
inLines
Cancel

14. Select Group: STUDENT _ID from the “Reset value based on" drop-down:
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B Report Properties

Variables: Value to stone:
nCounber Al |D
nUserTot
nActTot Irutial vakoe:
nTutTot 0

Group: STUDENT ID

Pagelayout OptionalBands DataGrouping Variables  Protection

X

Ruler/Grid  Data Environment

15. Select “Count " from the Calculation type drop-down,

@ Report Properties

Variables: Value to store:

nCounter ~ 0

nuserTot

nActTot Initial vakue:
1]
Reset value based on:
Group: STUDENT_ID
Caloulation type:

Pagelayout OptionalBands DataGroupng Varables Protection  Ruler/Grid  Data Environment

¥ [release after report

16. The screen should now look like this:
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|l Report Properties X
Pagelayout OptionalBands DataGroupng | Vanables | pProtection Ruler/Grid  Data Environment
Variables: Value to store:
nCounter A 0
nUserTot
nActTot Irutial e
0
Hesat vabue based on:
Group: STUDENT _ID w
Calouation type:
Count L
¥ | [Jrsleass after report
Add Remove
o] Heb
17. Click “Add”

18. Enter “rnStdCnt” _i_n_1_:he Variable name box and click OK.
| Report Variable

Wanable name:

19. In the Value to store box, enter “llF(rnLines=1,1,0)".
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B Report Properties X

Pagelayout OptionalBands DataGrouping  Variables  protection Ruler/Grid  Data Environment

Variables: Value to stone:
nCounter A IF{mines=1,1,0]
nUserTot
nActTot Irutial vakoe:
nTutTot 0
nAllTot Reset value based on:
Report w
Caloulation type:
Foree ¥

¥ | [Jrseass after report

R

20. Select Group: TUT _ID from the “Reset value based on" drop-down:
B Report Properties *

Page Layout OptionalBands DataGrouping Variables  pProtection Ruler/Grid  Data Environment

Variables: Value to store:
nCounter A | [IF{mines=1,1,0)
nuserTot
nActTot Initial vakue:
nTutTot 0 wes
nAlTot Reset value based on:

21. Select “Sum” from the Calculation type drop-down,
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@ Report Properties X
Pagelayout OptionalBands DataGrouping Variables  pProtecion Ruler/Grid  Data Environment
Vanables: Value to store:
nCounter A | IF{mlines=1,1,0)
nUserTot
nActTot Irubal value:
nTutTot 0
nAlTot Reset value based on:
Group: TUT_ID w
Calaiation type:
EEN,
¥ | [Jrsleass after report
Add Remove
I
22. Click “OK"” to close the box.
23. Click on the 'field" icon in the report's tool bar:
Report ColEl
A Bl 1+
OO0O®
]
24. Click on a blank area in the Group Footer 1: TUT ID band
£| . n-*_ i =

& Group Footes 1.TUT_ID
25. You will see the Field Properties box.
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E Field Properties X
General Style Format Print when  Caloulate Protecton Other
Expression:
I
Object position
——  OFoat
j—
| ™ @ Fixrelative to fop of band
(O Fix relative to bottom of band
[] stretch with overflow
Sire and position in layout
From page top: Heaght:
5.656in - 0.187n =
From left: Width:
6.875n = _ 0.000 in :_
.

26. Enter rnStdCnt in the Expression box
B Field Properties X

General  Style Format Printwhen Caladate  Protection Other

Expression:
rrlsm"‘ ELL
Object position
e
— 1
| ¢ (®) Fix relative to top of band
(D) Fix relative to bottom of band
[] stretch with overflow
Sire and position in layout
From page top: Hesght:
5.65% in % 0.187n %
From keft: Width:
6.875n 5 |  0.000in = |

e

27. Click on the “Style” tab. You will see the Style page:
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I B Field Properties

General Style  Format Printwhen  Cakulate  Protection  Other
Font

Jarial, 10, N

[Juse font saript

[ stricetvough [Junderine
Coloe

[ Use default foreground (pen) color
[Fluse default background () color
Backstyle

(O Opaque (@) Transparent
Sample

0

X

28. The top of this page is for setting the font:

Fonk

frial, 12, B, 0

29. Click the Selection button E] | to change the font.

30. You will see the Font box. Select Bold from Font style and 12 from Size and click “OK"

|Font b4
Font Font style Size
[Anal [Boid | | o]
A -~ Y "} ) [ ]
Reguiar T
Arial Rounded MT Narrow Bold
Baskerville Old Face Narrow Bold lta 14
Bavhaus 95 T | oo
Bell MT w _Bﬂdllﬂ: v 20 v|
Sample
AaBbYyZz

|---m 1

| Westem w |
This is an OpanTyps font. This same fort will be used on both your
panter and your scresn

31. The section after that is for setting the fields' color:
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Cohor
[ use defaulk Foreground {pen) color E]
[¥]Use defaulk background (fill) colar

32. Click the Use default foreground (pen) color box to clear it.
Color

[Tuse defaulk Foreground (pen) color EI I

33. Click on the Selection button. LJ
34. You will see the Color selection_box. Click on the red color and then click “OK": \\

Color b4
| Basic colors:
B_AEEE NEE B
ErrErEEN
ENEAEENEEN
ENEEEEEN
EEEEEEEN
EEEENETER
Custom colors:
HEENEEENENEN
HEEEEENENEN
Define Custom Colors 5>

Coneol

35. You should be back at the Style page. Click “OK”

I Field Properties X

General Style  Format Printwhen  Calouate  Protecion  Other
Font
Arial, 12,8, 0
[ use font script
[ strkethrough [Junderine
Color
(] Use defauit foreground (pen) color (W)
] Use default background (fil) color
Backstyle
() Opague (@) Transparent

Sample
0
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36. You will see the new field in the Group Footer: TUT ID band. You can adjust its size and position
if you like by click it and then dragging it to the location you want: \\
& Group Footes 2SUBTASK

[ F-Totaltime for "+ ALL Tifutor+"=

& Group Footer 1:TUT_ID
37. Close the Report Designer screen by clicking the close button in the upper right corner of the

screen: \\

38. Click “Yes” to save your changes.

You are finished customizing the report. To view the customized report, click on the “Customized
Reports” node and then on the “Tutoring Sessions - with student count” item: \\

= Customized Reports

Session Logs
Daily Appointments List
Draily Appts CWI
Daily Appts Life Sciences

= By Activity sum
Session Logs
By Activity
Semvice Llsage Advising
By Activity - Compact

Tutoring Sessions with student count

‘ Showe Beport \

The customized report should now show the student's count per tutor in the new red text field:

Then click on Show Report:
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B3 30043 % 2174 [+ wm »lasatim o ] & ) ~) NPIOICS HP Color Laner ~

Arirgmon, Dan
n Time Sigh Out T

0042016 1016 AM 03042016 11:16 AM
Tl time for Aringron, Dam

Total time lor Gen nodgansc Chem 1

Aringion, Dan
n Time Sagn Ourt Tima

032020181216 PM 02202018 1216 PM
022820181218 PM 02820186 1217 PM

Total ime for Arlmgron, Dan -

Total tme for ENGIF0Z - Liberature

Gimst, Accusgl
n Tume Sign Out Time
032220181228 PM (220018 1231 P

Total mme lor Guest, Accusgl

Total ieme fhor Campus Tour :

Total time for Freeman, Morgan:

Guramd Total:

EDITING THE DATA GROUPING

The following tip explains how to customize the Appointment No-Shows report by changing the
record's grouping from the default 'by student' to 'by date'.

1. Sign in to the System Administration area and click on “Reports”.

2. Click on “Appointment Reports” in the Reports List and find the report called “Appointment No-

Shows ".
3. Click on the report's name with the RIGHT mouse button, you will see a pop-up box:
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=1-Appointment Reports
Scheduled Appointments
Scheduled Appointments (with scheduled time)
Appointment Open Slots

iﬂpa.tn:meni NI % Add to favorites
aintments

ApEc:intments I Customize this report
: @ Memorize this report

Appointments
ﬁ'} Schedule this report

Room Reserve
Daily Appointm&MTETCTeT
Tutors” Weekly Appointments
Center's Weekly Appointments
Zero Appointments

4. Click on “Customize this report”

5. You will see a box asking you for a name. Enter “Appointment No-Shows - by date”

A Customize Report o4

Giwe a name for this report;

Appointment Mo-Shows - by date
Careol

6. Click “OK”. You will see another box asking whether the report should be available to all. Click
llYeSH

AccuSOL *

Should this report be available to any user or just for you?
When scope is any user: Everybody using reports screen would see it
under “Customized Reports™ branch.

|Yes] Make available to any user.
[No ] For me only.
|Cancel] Cancel adding to faventes.

Ne Concel

7. You will see another box asking for a tooltip for this report (this is the yellow box that appears
when the mouse is on top of the report's name). Enter “No-Shows report grouped by date” and
click “OK”

A AccuTrack "

T ooltip info for this report [if any]:
Mo shows repart grouped by date

ok ]| Concel

8. You will now see the report ready for customization in the Report Designer:
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= w=h RoB Yy

9. Click on a blank area of the report with the RIGHT mouse button”
10. You will see a pop-up menu. Click “Data Grouping...”

Ll

| Y] T ] ] T

.I'..I.I.I.ll.l.j‘l.:
O
; ([Eo0esal - BaTED ]

Filtored by:

11. You will see the Data Grouping page:
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@ Report Properties X

Page Layout OptionalBands DataGroupng  variables  Protection  Ruer/Grid  Data Environment

Grouping nesting order: Group on:
3 EFE - stucent
Group starts on
(@) v e
Meew Cobumn
() New page

() ew page number 1

[[] Reprnt group header on each page
Start group on new page when less than:
Add Remove 2021im %

W

(o) o |

12. Change the text in the "Group on* text box from student to APPDATE
@ Report Properties X

Page Layout OptionalBands DataGroupng  Variables Protection Ruler/Grid  Data Environment
Grouping nesting order: Group on:

T ~  AroaTH

Group starts on
(@) New Ine
Meews Cobumn
(O New page
(O tew page number 1

[]Reprnt group header on sach page
Start group on niew page when less than:
Add Remave 2.021im %

13. Click “OK”
14. Double click on the “ALLT(Student)” field at the top of the report. \\

15. You will see the Field Properties box: \\
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E Field Properties X
General Style Format Printwhen Caladate Protection  Other
Expression:
IALLT(Student)
Object position
= O Eoat
4 @ Fxrelatve to fop of band
' () Fx retatrve to bottom of band
[] stretch with overflow
Size and position in layout
From page top: Hsght:
2177 /1 0.218in %
From left: Width:
0.062in o+ 48040 +
I =
16. Change the text in the Expression box from “ALLT(Student) to APPDATE
B Field Properties X

General Style Format Print when Calouiate Protection Other
Expression:
APPDATE
Object position
—l-
o ®Fixreiatve to fop of band
' () Fix retatrve to pottom of band
[] stretch with overflow
Size and position in layout
From page top: Hsght:
2177n &1 0.218n %
From keft: Wadth:
0.062in = 4604 5

o ]

17. Click “OK"

18. Double click on the APPDATE field in the Detail band: \\

& Group Header 1 APPDATE

19. YOL] will see the Field Properties box.
20. Change the text in the Expression box from “APPDATE” to “ALLT(Student)”
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I Field Properties X

General  Style Format Printwhen  Caloulats  Protection Other

Expression:
ALLT(Student)

Object position

. @ Foat

4] OFix relative to top of band
(") Fix relatrve to bottom of band

[ stretch with overflow
Size and position in layout
From page top: Heght:
2.822in % 0.187in &
From left: Width:
1.87Sin = 0.625in =
. =
21. Click OK.
22. Double click on the Date text label in the APPDATE band:
& Pags Header
) TE : [ [o- 1
Tutor Date, Time End Class Reason
2 Giroup Heade 1 APPDATE

23. You will see the Label Properties box:
24. Change the text in the Caption box from “Date” to “Student”

http://www.attendance-tracking.com/docs/ Printed on 2024/04/18 17:40



2024/04/18 17:40 19/26 APPENDIX B: CUSTOM REPORT EXAMPLES

B Label Properties 4

General Style Printwhen Protection  Other
Caption:

Student

Ohbject position

) Float

{®) Fix relative to top of band
" (_)Fix relative to bottom of band

=

Size and position in layout

From page top: Height:

2.416in 5 0.166in 5
From left: Width:

1.875in [F 0.302in &

I R
25. Click OK

26. Change the width and position of the labels and field to give more space to the student field.
Here is an example of possible layout with the tutor name shrunk down and the ALLT(Student)
field expanded™

& Page Hesder
“{[aPPDATE [ D" |
Tutor Student Time End Class Reason

& (Group Header 1 APPDATE

27. Close the Report Designer by clicking on the Windows close button on the upper right corner:
X

28. You will see a box asking whether to save the report. Click “Yes”

You are finished customizing the report. To view the customized report, click on the “Customized
Reports” node and then on the “Appointment No-Shows - by date” item:

= Customized Reports

Session Logs
Daily Appointments List
Daily Appts CWiI

—Daily Appts Life Sciences

=By Activity sum

i Session Logs
By Activity
Senice Usage Advising
By Activity - Compact
Tutaring Sessions with student count

Appointment No-Shows - by date

= Pass ek

Engineerica Documentation - http://www.attendance-tracking.com/docs/



Last update:
2020/10/27 accutrack:reportsmanual:appendix-b http://www.attendance-tracking.com/docs/doku.php/accutrack/reportsmanual/appendix-b
17:03

You will need to also change the order of the fields. In the “Order By” box, drag “Appt Time” from

mouse to the top). The box should now look like this:

Order By
F3 Appt Time

You are ready to view the customized report. Click “Show Report”

Show Report

The customized report is now grouped by date. Here is an example:

HJ_}JEii**hﬂl » aiax [l >jasatim 3 ] @ ) o) NPUOOCAA HP Colr Laed
AccuSQL Report
e | Appointment No-Shows | c
v | owoizoie - osn22016 |
| 04/28/2016
Tutor Stugent Time  End  Actvity
ENG1000 -,
08/03/2016
Tutor Student Iime End ACtvily Reason
Freeman_Morgan  AlvareZ Laura 0100 P 0130 PM ANATZZ06 -
08/06/2016
Tutor Student Tme  End  Actvity Reason
£ 4 » 3

STARTING A GROUP ON A NEW PAGE

The following tip explains how to customize the VISITS BY INSTRUCTOR report by starting each
instructor on a new page.
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=

8.

Sign in to the System Administration area and click on “Reports”.

. Click on “Instructor Reports” in the Reports List and find the report called “Attendance by

Instructor”.
Click on the report's name with the RIGHT mouse button, you will see a pop-up box: \\
=1-Instructor Reports

Aftendance by Instruc’ .
y L}“%Add to favorites

Instructor Sessions . . -

Instructor Labels
Student Groups Reports @. Mernorize this report
E'Jr Schedule this report

[#

- Sports
n Rrante

Click on “Customize this report”

. You will see a box asking you for a name. Enter “Attendance by instructor - one per page”

#A Customize Report *

Gree a name for thiz report;

Atterdance by Instructor - one per page

| OK || Cancel

Click “OK". You will see another box asking whether the report should be available to all. Click
MYeS"

. You will see another box asking for a tooltip for this report (this is the yellow box that appears

when the mouse is on top of the report's name). Enter “prints each instructor on a new page”
and click “OK”
W AccuTrack %

Tooltip info fior thiz report [if any]:

pinks each instuctor on a new page

ok [ Concel

You will now see the report ready for customization in the Report Designer:
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= %D ROB Y

F I ] T T T ) e 'l.:.l

T ] T A
: .'I R vy St |X|

7 Filtered by: =

& Tile

& Page Hesds

& Group Heades 1-TEACHER
LTISUBTASK) +° -+ ALl T{Act_other)

i Group Footer 3INPUT_ID
- [[Subtotal for *ALLT(SUBTASKI#[] | BERISONSNPer
& Group Footer 2 SUBTASK
- [[Subtotal for J*ALLT(TEACHER)+[:] | BERIRENDASMPE
& Giroup Footer 1:TEACHER

3 |INSTRUCTOR'S REPORT | k. +
& Page Focter

(GrandTotak] | BERQODeY
& Summary

9. Click on a blank area of the report with the RIGHT mouse button”
10. You will see a pop-up menu. Click “Data Grouping...”

L]
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T e e ) T R R e ) T ] P B (R L R

)

] Fiered by: [fype(m Fiters) = C_m fiters )
& Tile
A

& Page Heade

, ¥

& Group Header 1. TEACHER

& Geoup Fooler JINPUT_ID

- [[Subtotal for J+ALL T{SUBTASK)*[] | BERDOINSMPer

& Group Footer 25UBTASK

& Group Footes 1: TEACHER

1 [INSTRUCTOR'S REPORT | "+ "4
2 Page Fooler
& Sumimay

11. You will see the DATA GROUPING page:
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H Report Properties X

Page Layout OptionalBands DataGroupng  variables  Protection  Ruer/Grid  Data Environment

Grouping nesting order: Group on:
TEACHER A  TEACHER
|| suBTASK
(@) New ne
() New page

() ew page number 1

[[] Repret group header on each page
Start group on new page when less than:
Add Remove 2.021in %

W

(o) o |

12. Change the selection in the “Group starts on” box from “New line” to “New page number 1”
I Report Properties X

Pagelayout OptionalBands DataGroupng  Variables Protection Ruler/Grid  Data Environment

Grouping nesting order: Group on:

E3 TEACHER ~ | TEACHER

|| susTasK

- w_m Group starts on
O New ine
() New page

{®) New page rumber 1

[[] Reprnt group header on each page
Start group on new page when less than:
Add Remove 2.021in %

v

(o] o |
13. Click “OK”

14. Close the REPORT DESIGNER by clicking on the Windows close button on the upper right corner:

15. You will see a box asking whether to save the report. Click “Yes”

You are finished customizing the report. To view the customized report, click on the “Customized
Reports” node and then on the “Attendance by Instructor - one per page” item:
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= Customized Reports

Session Logs
Daily Appointments List
Daily Appts CWI

—Daily Appts Life Sciences

= By Activity sum

E----SEEEion Logs

i By Activity

~Senice Usage Advising
By Activity - Compact
Tutoring Sessions with student count
Appointment Mo-Shows - by date

Aftendance by Instructor - one per page

You are ready to view the customized report. Click “Show Report”

Show Report

The customized report now shows each instructor on a new page and restarts the numbering of the
pages to 1 for each instructor. Here is an example:

WA S I004 3 & 23019 |3 Wt |« > [85x0m S 0 % ) ) NFIA0OCAA HP Colr Lasd)

[Instructor: Armstrong, Nick ]
Arkngion, Dan
Sign in Time Sign Out Tims Pasing
04M42016 00 57 AN Q42016 1057 AM 0100
05022016 0252 PV 05022016 0257 PM 0004
Subtotal for Arlingron, Dan: 0104
Subtotal for MAT114 . College Trigonometry [2015 Tuloring]: 01:04

Sign in Time Sign Out Time _Period
0INTROI6 1139 AM  QINTROIE 1141 AM 00:01
Subtotal for ANarer, Laura: 00:01
Basor, Cetn
Sign in Tame Out Tima Pariod
0322016 01 38PM 03222018 0157 PM [ R
Subtowal for Basor, Cetn: 00:18
Subtotal for MAT115 - College Algebra il [2015 Tutoring]: 0021
Subtotal for Armstrong, Nick: 01:28
€ ¥
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