Title: How to Create an Advanced Report
	How to Create an Advanced Report

	
	

	Purpose
	Use this procedure to create and run Advanced Reports.

	Prerequisites
	· Must be assigned the Advanced Report Administrator role.


	Website Address
	· http://lms.des.wa.gov/




Procedure
	1. 
	Access the following website, http://lms.des.wa.gov/

	2. 
	Switch your role in the upper right corner.


	3. 
	Click [image: ] tab.


	4. 
	From the Systems Report menu, select Advanced Reporting.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfb65e27b.PNG]

	5. 
	From the menu bar, click on Create and select Ad Hoc View from the drop-down.
[image: ]

	6. 
	From the Data Chooser: Source pop-up, select Domains and drill down to Analytics then click Choose Data.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfb8702f6.PNG]

	7. 
	You will be taken to the Select Fields Page.  This is where you will find all the available data sets to choose from.  Select the data set you would to use for building your report by clicking on the entire data set and moving them over to the right or pick and choose single fields.  To view the data sets (click here). Where??
[image: C:\Users\janetp\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\IR3ZSX7T\MC900434750[1].png]You may only choose one data set.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfb8b411e.PNG]
Use the [image: ] add button to move them over.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcc80924.PNG]


	8. 
	Next, we move to the Pre-filters page by clicking on the Pre-filters option.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcca117d.PNG]

	9. 
	From the Pre-filters page, the data set you chosen will display all available fields you may filter on.  Double-click on a field to filter.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcc96798.PNG]
In our example, we have chosen the field User Status and will filter on Active status.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcd427bc.PNG]
Click [image: ] to confirm.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcd6867e.PNG]

	10. 
	Now, we move to the Display page by clicking on the Display option.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcd843b4.PNG]

	11. 
	From Display page, you have the ability to modify how the information will be displayed.  You may change the display label, change the order of the fields or change the layout of the display.  
In our example, we will not be making any changes to the display.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcdbf4ab.PNG]

	12. 
	Now we can save the Topic by clicking the Save as Topic option.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfce19f7a.PNG]

	13. 
	From the Save Topic page, enter the Name, Description and select the Save location (optional).
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfce475cc.PNG]


	14. 
	Now you will select your Type of View.  
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcea628a.PNG]
There are 3 different types:
· Table: Use tables to view all the data in the report or to summarize the data across one set of related fields. Columns can include both properties and measures; each row represents an object being measured. Rows can be grouped by their properties
· Chart: Use charts to compare one or more measures across multiple sets of related fields. Charts summarize data in a graphical representation that can highlight your successes and challenges. With the exception of time series and scatter charts, each type of chart compares values for a set of groups. 
· Crosstab: Use crosstabs to summarize data across multiple sets of related fields. Crosstabs are more compact representations than tables. Columns and rows specify properties; cells contain the summarized measurements.
For this example, click [image: ] to save.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfce5b57a.PNG]

	15. 
	Once the topic has been saved, you will be taken to the Ad Hoc Editor.  This is where we will build our report by clicking and dragging the fields to the Column or Groups area.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfcedfed9.PNG]
Let’s review the Ad Hoc Editor sections.

Fields
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfd02730e.PNG]
Measures
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfd0f054f.PNG]
Columns/Groups
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfd12cdbc.PNG]
Filters
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfd158595.PNG]

	16. 
	Double-click the field to select.
For this example we have chosen the following fields:
· FIRST NAME
· LAST NAME
· MIDDLE INITIAL
· USER NAME
· EMAIL
· USER STATUS
· DEFAULT ROLE NAME
· SUPERVISORS
· DIRECT SUPERVISOR
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML6b86d28.PNG]
As fields are selected, your report results will start to display.  You may change the order of the fields by moving the columns or the fields around.

	17. 
	If this is a one-time report, you may proceed to export your results.  Go to Step 19.  Otherwise, we will save the View.
Click [image: ] (Save) and select Save Ad Hoc View and Create Report.  This option saves the view and at the same time creates the report.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML6d3a133.PNG]

	18. 
	Enter the Report Name, Description and select your designation Folder.  Click Save to save.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML15ce9e07.PNG]
The following message will appear once it has saved:
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML1b1dfb00.PNG]

	19. 
	Once saved, let’s Export the results by clicking [image: ] (Export) and selecting your preferred format. (Refer to the Job Aids to learn about the different formats.)
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML6d139e9.PNG]


	20. 
	The Excel dialog box will appear and click OK to open up the spreadsheet.
[image: ]

The Excel Spreadsheet will open.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML1b2a08e6.PNG]
Note: The results may not match what is currently displayed on your screen.  This is just an example.

	21. 
	You have completed this process.
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