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	How to Edit an Existing Ad Hoc View

	
	

	Purpose
	Use this procedure to edit an existing Ad Hoc View.

	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 far right of the menu bar, enter the name of your Ad Hoc View and click Enter to search.
[image: ]

	6. 
	Select the Ad Hoc View from the list by clicking on the title.
[image: ]

	7. 
	You will be taken to the Ad Hoc Editor.  This is where we edit the Ad Hoc View by clicking and dragging the fields from/to the Column or Groups area.
[image: ]
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]

	8. 
	Do 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.\ [image: ]


	9. 
	If this is a one-time report, you may proceed to export your results.  Go to Step 11.  Otherwise, we will save the View.
Click [image: ] (Save) and select Save Ad Hoc View As.  This option saves the view and at the same time creates the report.  It only saves the Ad Hoc View.
[image: ]

	10. 
	Enter the Data View Name, Description and select your designation Folder.  Click Save to save.  Should we have a screen shot using the Reports folder?  I”ve never used Topic before.
[image: ]

	11. 
	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]


	12. 
	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.


	13. 
	You have completed this process.
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