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About this Workshop

This workshop is the second of our hands-on sessions introducing attendees to UAccess
Analytics, the University's report and dashboard creating tool.

This session is intended for users who have a need for more sophisticated analyses and
dashboards, both for themselves and for others.

Attendees will create analyses that incorporate pivot tables and graphs, will use variables in
filters and SQL coding in columns, and will create an agent to deliver data to their desktop.

For information on additional workshops or materials with which you can further your
knowledge of UAccess Analytics, please go to the Workshops and Training Team website at
http://workshops.arizona.edu.

Access to Analytics Data

Request for Individual access to UAccess Analytics can be submitted to
https://request.uaccess.arizona.edu.

UAccess Community

The UAccess Community is an online networking resource available to everyone on campus
who uses UAccess Systems.

If you have an official UA email address, you can become a member of the UAccess
Community. Open a browser and go to http://community.uaccess.arizona.edu/ to begin.

As a member, you'll have access to valuable information about all of the various aspects of the
UAccess Systems. You'll want to join one or more of the Forums within the Community,
because that’s where the value comes in.

Be sure to browse through the different Forums, check out upcoming Events, and peruse the
extensive Resources provided through the Community. Refer to the FAQs page on the
Community for more information.

Please take advantage of the opportunity and become a member of the UAccess Community.

Analytics Office Hours

Schedule some time with an instructor for help with analysis and dashboard creation
or other questions. Register for Analytics Office Hours sessions through UAccess
Learning. From the Find Learning screen, click the One-on-One link in the left menu
bar.
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Intermediate Reports and Dashboards
Using the Catalog

Copying Analyses

Procedure

The Analytics Catalog is simply a file management tool built into UAccess Analytics.

Step Action

1. You can access the Catalog by clicking the Catalog link on the Global
Header.

Click the Catalog link.

Catalog

UAccess ANALYTICS TRAINING Administraion  Sign Out

Catalog B Home My Roles catalog  Favarites w Dashboards w MNew v Open w Signed InAs stevenjs w
User View w v o e @ X & Location sy Folders v Show Hidden ltems . @
4 Folders = £z Twe Al ¥ Sort Name A-Z - Shaow Mare Details

» im Agents LastModified 31 7/2017 8:26:3% PM | Owner stevenis
} [ Shared Folders Epand More v
=l|:, Basic Workshop LastModified 517/2017 10:16:31 AM  Owner stevenjs
Expand More v
‘:*Cl Budget Lasthiodified 51012017 2:52:50 PM - Owner stevenjs
Expand More w
.=|:, College Admin Test LastModified 317/2017 8:28:26 PM | Owner stewenjs
Expanid More v
‘:*Cl Dashboard Prompts  Last Modified 3/17/2017 828:03 FM  Owner stevenjs
Expand More v
=|j Drafts LastModified 317/2017 &27:32 PM  Owner stevenjs
Expand More v
“« ‘:*Cl DSDS  LastModified 31 742017 8:28:55 PM | Owner stevenjs
Expand More v
Elj Early Alert  LastModified 317/2017 &:28:33 PM  Owner stevenjs
Expand More w
=l|:, Eller Lastmodified 31752017 8:29:10 PM  Owner stevenjs
Expand More v
4 Tasks -=|:l Employee Analyses LastModified 3/17/2017 8:20:41 PM | Owner stevenjs
Expand More w
5 My Folders

Financial Analyses LastModified 317/2017 8:30:32 PM | Owner steven)s
Expand Mora w

DI]

@mExpand 2 Create Shorteut

[EH ) #renive ]

3 Delete [ Unarchive

Intermediate Workshop - OLD  Last Modified 612/2017 12:45:36 FM  Owner stevenjs
Expand More v

='_‘ Learning Analyses Lasthodified 3/1 702017 9:26:00 FM - Owner stevenjs

b Preview

[copy  mmProperies
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Step Action
2. In the Catalog, you can see all of your own personal My Folders folder.
You also have access to some set of Shared Folders.
Within those folders, you can move things around, rename them, and
create new folders.
Click the New button.
w
3. Create a new folder.
Click the Folder list item.
= Folder
Enter "Intermediate Workshop" in the Name field.
5. Click the OK button.
OK
6. You can see that your new folder has been created. Now let's copy
some already-created analyses into that folder.
Click the Shared Folders dropdown button to activate the menu.
‘ b Shared Folders
7. Scroll down in the Folders pane. When you've located the Workshops
folder, you can open that folder.
Click the Workshops dropdown button to activate the menu.
[ Workshops
8. Scroll down again to locate the 3 - Intermediate subfolder.
Click the 3 - Intermediate list item.
3 - Intermediate
9. Now you can see the contents of that folder. We need to copy three

things from this folder and paste those copies into the Intermediate
Workshop folder you created a few moments ago.

Click the Basic PCard Analysis list item.

Basic PCard Analysis
Fp! This analysis containg a ny

W oo
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Step Action

10. Now copy the other two items.

Press the [Ctrl] key and click the Basic Student Analysis list item.

Basic Student Analysis

S This analysis contains a numiy
v Student Records - Class Enro

11. Press the [Ctrl] key and click the Student Census Prompt list item.

Student Census Prompt

- Thiz promptwas built for the Sty
-— nt Records - Class Enrallment

[« [m[m]

UAccess ANALYTICS TRAINING aministraton  Sian 0
Catalog B Home  MyRoles  Catalog  Favorites w Dashboards w Mew w Qpen w Signed InAs  stevenis v
UserView w Jlz v 3 e @B~ X & Location fShared Foldersiorkshopss3 - Intermediate v Show Hidden fterns gy
4 Folders = Ez Twean v Sort Name A-Z w [ Show More Details
" e - .=|:, Completed Analyses LastModified 515/2017 1:26:08 PM | Owner Systerm Account
L4 Toolkit Expand More w
» Ut Colleges Basic PCard Analysis LastModified 5152017 1:2610 PM Owner System Accaunt
» A Departments @ This analysis contains & number of columns of data that will serve as the basis for a very nice Summary PCard Analysis by the end of this workshop. Subject Area: KFS -
PCard
b B UAEIATest o
Open Edit More v
» UAEIA Verify ~
Basic Student Analysis Last Modified 515/2017 1:26110 PM Owner Systern Account
L4 U Buppart Q Thig analysis contains & nurmber of colurmng of data that will serve as the basis for a very nice Student Census Analysis by the end ofthis workshop! Subject Area: CSW-
» Uaccess Analtics Student Records - Class Enroliment
Open Edit More w
» UAceess Warehouse
4 Warkshaps Student Census Filter LastModified 5/18/2017 3:08:42 PM  Owner System Account
%/ Term=8pring 2017 AND Acad Org Lvl 3 = Eller (owns the classes) AND Acad Prog Description = Eller (owns the students) AND Enroll Add Date <= 02/01/2017 AND Enroll
4 0- Analics Uparad Lr Drap Date = 01/01/1900 OR Enroll Drop Date = 0201/2017
> 1 - Browm Bags Edit More v
3 2- Basic i Student Census Prompt LastModified 5152017 1:26:11 P Owner Systern Account
_ O=  This pramptwas builtfor the Student Gensus Analysis. Term = (Current Term) Enrallment Add Date <= {date) Enrollment Drop Date » (same date) Subj Area: CEW - Stude
» [ [3- Intermediate 2= ntRecords - Class Enrallment
» 4 - Advanced Edit More w
» Subject Area Conter
»
4 Tasks
[l 3 objects selected
X Delete | Copy
b Preview
javascriptvoidinul)

Step Action

12. Using one of the buttons in the Tasks pane, you can now copy the
selected items to the computer's clipboard. The Tasks pane is in the
lower left corner of the screen.

Click the Copy button.
& Copy
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Step Action

13. The items have been saved to the clipboard on your computer.

Scroll up in the Folders pane. Go all the way to the top. Now expand
the My Folders folder.

Click the My Folders dropdown button to activate the menu.
‘ [ hly Folders ‘

14. Scroll down if you need to do so and locate your new Intermediate
Workshop folder.

Click the Intermediate Workshop list item.

‘ Intermediate Workshop

15. Now paste the just-copied items into the Intermediate Workshop folder.

Click the Paste button.
.-'E' Paste

16. Good job! The three items you copied have been pasted into your new
folder.

Click the Home link.

Home

17. That's it! You've copied two analyses and a dashboard prompt from a
shared folder into a new personal folder. Good job!

End of Procedure.

Page 4
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Exercise 1 - Creating the Student Census Analysis

Exercise 1 - Scenario and Outline

Exercise 1 - Creating the Student Census Analysis

Modify the Basic Student Analysis and save it in your Intermediate Workshop
folder as Student Census Analysis.

Scenario: Your boss wants to know how many students were enrolled in your
college on Census Day of the Spring 20___ term. She has asked you to create a
report showing a summary count of students attending classes at your college,
counting only students enrolled at your college in those classes for that semester.
Fortunately, you had already started working on just such a report! You can start
with the Basic Student Analysis, making appropriate edits to get just what your
boss needs.

In this exercise, you will:

e Add filters
o Term Description = Spring 20____ and
o Academic Organization Level 3 = [your college] and
o Academic Program Description = [your college] and
o Enrollment Add Day Date <= 02/01/20____ and
= Enrollment Drop Day Date = 01/01/1900 or
*= Enrollment Drop Day Date >= 02/01/20____
e Edit the Table View
o Add a grand total to the table
o Add subtotals to the Subject and Catalog Number columns
o Hide the Academic Level Beg of Term Code column
e Add a Selection Step view and a Filters view

All of the steps have been laid out for you on the following pages, along with a
few screen shots.

Just a few things as you begin:

e This is not a test.

You will have adequate time to complete this exercise.

Feel free to ask questions of the instructor or your neighbor.

Feel free to work with your neighbor.

If the instructions in the book are not clear to you, please ask for
clarification.

If you would like to take a short break during the exercise, please do so.

Page 5
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Student Census Analysis

Criteria | Results | Frompts  Advanced

4Subjecthre. O fly » v v (g v £ 6

4 [ CoW- StudentRecords - ¢~ Compound Layout
» Fact Class Enrollment e
3 Glass Enrollment Docut Student Census Analysis
» Academic Organization Table
» Academic Program
» Campus Subject Subject Description
» im Class ACCT Accounting
» Day Enroliment Add Dat
» Diay Enraliment Drop Dz
» Enroliment Reasan
» Enroliment Status -l[J
»
4 Catalog »
List All v

» hiy Folders
» Shared Folders

4 Views av # ">
Fiters

b Selection Steps

a

lle =

Home

Catalog Number Course Descr

200

200 Total
210

210 Total
250
250 Total
3o

2

Administration  Sign Out o0
My Roles Catalog Favorites » Dashhoards w New v Open v Signed In As stevenjs v
% @
B mk B Y Ep
@ £ X
W m L X
Academic Level Beg of Term Desc  Student Enroliment Count
Intro to Financial Acct Freshman a0
Sophomore 281
Junior 49
Senior 3
383
Intro to Managerial Acct Freshman 1
Sophomore a7
Juniar 200
Senior ]
684
Survey of Accounting Sophormore 1
1
Cogt+ Managerial Acrl Sophomoare 1
Juniar 24
@ £ X -
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Exercise 1 - Criteria Tab

Intermediate Reports &

Procedure

Training Guide

Dashboards

Step Action

1. Open the Catalog.

Click the Catalog link.

Catalog

Edit the Basic Student Analysis.

Click the Edit link.
dit

Now save the analysis with a new name.

Click the Save As button.

E

Enter "Student Census Analysis" in the Name field.

Click the OK button.
0K

2]

UAccess ANALYTICS TRAINING

Student Census Analysis a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v

Criteria  Results Prompts  Advanced

=T

4 SubjectAre.-. O flw » T W mm

ra
4 [0 CEW- Student Records - G 4 Selected Columns
» Fact Class Enroliment

Class Enroliment Docul Class

£ Subject £

Term Acadernic Level

Academic Organization

& SubjectDescription £ 5" Catalog Number £+ 3 Course Descr £ 'S Academic Level Beg of Term Code £33

Acatemic Program

Campus

Class

Day Enrollment Add Dat

Day Enrollment Drop D: AFIES
Enrollment Reason

Enrallment Status

Grade

Audit Grade

Grade Roster

v v v v v v v wvwwwwow

Instruetion hMode
4 Catalog »>
List All

» Ity Folders
» Shared Folders

Administration  Sign Out

Signed InAs  stevenjs v

=B e

£ Academic Level Beg of Tetm C

»
»

[=]s
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Step Action

6. None of the data columns you need for filtering are actually included in
this analysis. Nor do they need to be. You can create filters using data
columns that are not included in this report.

Use the "martini glass" button on the right side of the Filters bar to add
filters for columns that are not included in the analysis.

You will go through the following few steps for each of the filters you
need in this analysis.

Click the Create a Filter button.

7. This is a list of all of the data columns currently in the analysis. You
need to create a filter for a column that's not in the list.

Click the More Columns list item.

‘ Maore Columns .. ‘

8. Scroll down in the Select Column screen until you see the Term table.

Click the Term dropdown button to activate the menu.
b

9. Click the Term Description list item.

2 Term Description

10. Click the OK button.
0K

Page 8



§§ University Analytics Training Guide
.| & Institutional Research Intermediate Reports & Dashboards
., New Filter o x A
Value D
Add More Options v Clear All
Step Action
11. When you open a New Filter screen, you can use the Search function if
you wish. Sometimes it makes things easier.
Click the Search magnifying glass.
12. You can search for the year you're looking for.
Enter "20__ " in the Name field.
13. Now change the Starts value to show the Ends value.
Click the Name dropdown button to activate the menu.
Fﬁﬂaﬂs ‘
14. Click the Ends list item.
15. Click the Search button. The system returns all values containing
20__.
Search
16. Double-click the Spring 20___ list item.

Spring 2017

Page 9
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Step Action

17. The item moves from the Available side of the screen to the Selected
side of the screen.

Click the OK button.

0K
18. Click the OK button.
OK
19. Click the Create a Filter button.
20. The next four filters will be created using the same multi-step process

you've just gone through for the first filter.

21. Create a filter to limit the student count to only those students who are
majoring at your college. Follow the steps used in the previous filter.

Table > Column: Academic Organization > Academic
Organization Level 3 Desc

Operator: is equal to / is in
Value: Eller College of Management or [your college]
22. Create a filter to limit the student count to only those students taking

classes at your college. Follow the steps used in the previous filter.

Table > Column: Term Career Program Plan > Academic
Program Description

Operator: is equal to / is in
Value: Eller College of Management or [your college]
23. Create another filter to limit the student count to those students

enrolled in the Spring 20___ term who enrolled on or before the desired
day. Follow the steps from the previous filters. Remember that you can
type in the filter's Value field.

Table > Column: Day Enroliment Add Date > Enrollment Add

Day Date
Operator: is less than or equal to
Value: 02/01/20___
24. Create another filter specifically to retain those students who have not

dropped a class. Those students will have a placeholder date of
01/01/1900 placed in the drop date field in Analytics. We have to be
sure to keep those students in the report.

Table > Column: Day Enroliment Drop Date > Enroliment Drop

Day Date
Operator: is equal to / is in
Value: 01/01/1900

Page 10
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Step Action

25. The final filter you need to create is a modified version of the filter you
just finished building. You can copy that filter, then paste the copy into
the filter list, and edit the copy.

UAccess ANALYTICS TRAINING Adminisization  ign Out
Student Census Analysis A Home  MyRoles  Catalog  Favorites w Dashboards w MNew w Open v Signed InAs  stevenis v
Criteria  Results  Prompts  Advanced H I’—"‘ o
4 SubjectAre.. O flw E E 3]
4 [0 CoW- Student Records - ¢ 4 Gelected Columns ® %
» B FactClass Enrollment
’ Class Enrollment Docul Class Term Academic Level
4 Academic Organization = Subject £ %' SubjectDescription £8 5 Catalog Number £ E Course Descr £ 5 Academic Level Beg of Term Code £8 ‘5 Academic Level Beg of Term C
» Academic Program
» B Campus
» Class
»
) B Day Enrollment Add Dat
i %
» Day Enrallment Drop De “Fiters T % »
» Entoliment Reason T Term Description is equal to/is in Spring 2017
b B Enrallment Stabs ANDY Acadermnic Organization Level 3 Desc is equaltnis in Eller College of Management
ANDY Avademic Program Description is equal to/is in Eller College of Management
b . Grate ! ANDY" Enraliment Add Day Date is less than or equal to 02/01/2017 12:00:00 AM
) W Audit Grade ANDY Enraliment Drop Day Date s equalto /s In 01/011900 12:00:00 AM jl'g x
» [ Grate Roster
b Instruction Mode e
4 Catalog >
List All v
b My Folders
» W Shared Folders
javascriptvoidnul)
26. The final filter you need to create is a modified version of the filter you

just finished building. You can copy that filter, then paste the copy into
the filter list, and edit the copy.

Click the Enroliment Drop Day Date - Copy Filter button.

]

27. Click the Enroliment Drop Day Date - Paste Filter button.
e

28. Now edit the copied filter.

Click the Enrollment Drop Day Date - Edit Filter button.
4
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Step Action

29. In this filter, you need to keep the students who dropped any class on
or after the desired date.

Click the Operator dropdown button to activate the menu.

e

30. Click the is greater than list item.

is greater than

31. Enter "02/01/20__" in the Value field.

32. Click the OK button.

oo

UAccess ANALYTICS TRAINING AaminIstaGn  Sigh out

Student Census Analysis a Home My Roles Catalog Favorites w Dashboards w MNew w Open w Signed InAs stevenjs v
Criteria  Results  Prompis  Advanced sl 0
4 SubjectAre O flw » T i m
4 I3 cow- Student Records - 4 Selected Celumns ® %
» Fact Class Enroliment
» [ Class Enroliment Docul Class Term Academic Level
’ Acadermic Organization % Subject £ f SubjectDescription £ £ Gatalog Number £ ‘5 Course Descr £ Academic Level Beg of Term Code £ E Academic Level Beg of Term T
» Academic Program
» Campus
» Class
3
» Day Enrollment Add Dat
4 Fil %
» Day Enrallment Drop De LTS % % »
» Enroliment Reason T Term Description iz equal to/is in Spring 2017
» Enrolliment Status nNDfAcadem\c Organization Level 3 Desc is equalto/isin Eller College of Management
ANDY Academic Program Description is equalta/is in Eller College of Management
4 Grade * ANDY Enraliment Add Day Date is less than or equal to 02/01£2017 12:00:00 AM
» Audit Grade ANDY Enrallment Drop Day Date is equal to ] is in 01/01/1900 12:00:00 AM
» B Grade Roster Enroliment Drop Day Date s areater than 0210172017 12:00:00 AM S ERX
» Instruction Moce v
4 Catalog »
List Al v
» My Folders

4 Shared Folders

javascriptivaid(null)

Step Action

33. No student can actually have two different Enroliment Drop Day Date
values in their individual record. You want the filter to find either one or
the other value, so you need to change the last AND to an OR.

Click the bottom AND link.
AND}
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Step Action
34. Reading through the filter, this analysis will now show all students who
are enrolled in classes in the
- Spring 20___ term, and
- whose major is owned by the selected organization, and
- who are enrolled in classes owned by the selected college, and
- who enrolled in their classes before or on the selected date, and
- who have not dropped any classes or
- who dropped classes after the selected date
In other words, all students enrolled in your college, taking classes at
your college, who were enrolled and taking classes on the desired date
in the desired term.
35. Click the Save button.
36. Click the Results tab.

Fesults

UAccess ANALYTICS TRAINING AT S50
Student Census Analysis Home My Roles Catalog Favorites w Dashboards w MNew v Open w Signed InAs stevenjs w
Criteria  Results = Prompts  Advanced LR e
4 Subjectre- O flw » Sv v B By &G by BE R =4 B S i
4 [ CEW- Student Records- ¢ - Compound Layout
» Fact Clazs Enrollment a £ X
» Class Enroliment Docul Student Census Analysis
» Academic Organization W om S X
» Acadernic Program
3 Campus n - o Catalog Academic Level Begof  Academ
3 Subject Subject Description Number Course Descr Term Code TemDe
» Class .
ACCT  Accounting 200 Introrto Financial Acct 10 Freshmz
» Day Enrallment Add Dat 20 Sophorn
» Day Enrollment Drop Dz En Junior
» Enroliment Reason 10 Seniar
L4 Enrallment Stats T 210 Intra to Managerial Acct 10 Freshme
a0 Sopharm
4 Catalog > i
30 Junior
List v 40 Seniar
> My Folders 50 Survey of Accounting 20 Sonhom
4 Shared Folders 10 Cost+ Managerial Acet 20 Sophom
30 Junior
40 Senior
4004 Inter Financial Acct a0 Sophom
4 Views llew # "2 D
Title:
£ Tanle
) Selection Steps
37. STOP HERE while the rest of the class catches up.

After covering the next page as a group in class, the exercise

continues for a few more pages.

End of Procedure.
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Scrolling Data or Paginated Data?

Scrolling Data or Paginated Data?

When you create a new analysis in Analytics, the default method of moving through
the data in the table is to scroll up and down in the table using the scroll bar on the
right side of the table, or using the scroll wheel on your mouse. The column
headers are locked in place, and the data scrolls up and down below those headers.
That same default scrolling function would be in place if you were to add a new
table or a new pivot table to an existing analysis.

In some instances, the data in the table is wide enough that the width of the data
exceeds the default width of the table, which is set at 600 pixels. In that situation,
you might decide to edit the table properties to make the table wider.

In other instances, a table or pivot table will function better if the scrolling action
were turned off and a paginated table or pivot table were used. Fortunately, editing
the table properties to make the switch is relatively easy.

Al BB & X From the Results tab on your analysis, locate the table view or
pivot table view you wish to edit. In the upper-right corner of
that view you'll see a small button bar. Click the View

Properties (gray XYZ) button. It's the second button from the left.

Table Properties 9 x

On the Table Properties Style
screen, you'll see the Data
Vle\_NIng SeC-tIOH has a feW Data Viewing *' Fixed headers with scrolling content
optlons available. Content paging
The scrolling function is Maximum Width Pixels
referred to here as Fixed Mo - .

. : aximum Height Pixels
headers with scrolling
content. It S th_e defaUIt Display Folder & Column Headings Only column headings v
method of viewing data.

Hull Values Include rows with anly Mull values

If the data in your analysis is Row styling (] Enahle alternate styling /
causing the table to have Duplicate values Repeatin each row
both a horizontal and a Master-Detail Listen to Master-Detail Events
vertl_cal s_croII ba_r, you mlght Event Channels
consider increasing the width
of the table.
The default width is 600 OK  Cancel
pixels; the default height is

700 pixels. You can increase the width up to a maximum width of 2880 pixels. The
height field will max out at 1800 pixels. The minimum values for either field is 75
pixels.

Page 15



Training Guide §§§ University Analytics

Intermediate Reports & Dashboards .| & Institutional Research
i If you wish to change the action of the table, you

v E Rows1- 23 could select the Content paging option rather than

using the scrolling option. This will paginate your
analysis into pages of 25 rows each and will put a set of paging buttons at the
bottom of that analysis.

Page 16



Ay

University Analytics
& Institutional Research

Exercise 1 - Results Tab

Procedure

Training Guide
Intermediate Reports & Dashboards

You've completed the Criteria tab portion of the exercise, and have learned how to
change the display of the table.

Continue the exercise by editing the table view.

UAccess ANALYTICS TRAINING ATRITEIET)  BE0 04
Student Census Analysis a Home My Roles Catalog Favorites w Dashboards w MNew v Open w Signed InAs stevenjs w
Criteria  Results | Prompts  Advanced LR 0
4 SubjectAre. O flw » [Sv #Av g By &9 by W R mh B % [ IS
4[] C5W- Student Records- ¢S, Compound Layout
» Fact Class Enrallment 7] .,- x
» Class Enrollment Docul Student Census Analysis
» Academic Organization ] %
» Academic Program
-Ed'l\f
» Campus Subject Subject Description Catalog Number Course Descr Acadencll e Boslol (TRl EpE] S Wi
J y U Term Code Term Desc Enroliment Count
4 Class ACCT  Accounting 200 Intro to Financial Acct 10 Freshman a0
» Day Enrollment Add Dat 20 Soshomare 21
» Day Enrollment Drop D a0 Juniar 1
» Enroliment Reason a0 Senior 3
» Enroliment Status . -l 210 Intro to Managerial Acst 10 Freshman 1
d cﬂtalog » 20 Sophomare 474
30 Junior 200
List v 40 Senior E
4 My Folders 250 Survey of Aecounting 20 Sophomore 1
» Shared Folders 310 Cost + Managerial Acct 20 Sophomare 1
20 Junior 4
40 Senior 52
4004 Inter Financial Acct 20 Sophomare 3
AN hv / 4> a0 Juniar 63 ¥
Title
£ Tanle
¥ Selection Steps
javascript voidnul)
Step Action
1. Enter Edit View mode for the table.
Click the Edit View button.
H H H N n
2. First, add a grand total in the Table area, using the "sigma button" for

the Columns and Measures area.

Click the Totals button.

3. Click the After list item.
After
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Step Action

4, Now add a subtotal to the Subject data column.

Click the Total button.

5. Click the After button.
After
6. Add another subtotal to the Catalog Number data column, using the

same procedure you used with the Subject data column.

7. The table now has the grand total and subtotals that you've added.
That's great!

Lastly, hide the Academic Level Beg of Term Code data column.
Note: You will likely have to compare the order of the data columns in
the Layout pane with the order of the columns in the preview screen to
determine which of the columns in the layout pane is the Code column.
You're typically not able to read the entire column label.

Click the More Options button.

8. Click the Hidden list item.
Hidden
9. You've finished editing the Table view.

Click the Done button.

Done

10. You're now back on the standard Compound Layout screen.

Any users of this analysis - including you - should have a way of seeing
how this analysis has been filtered without having to access the Criteria
tab.

Click the New View button.

v

11. Click the Filters list item.

T Filters

i
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Step Action

12. Be sure to save your newly modified analysis.

Click the Save button.

UAccess ANALYTICS TRAINING Administration  Sign Out
Student Census Analysis A Home  MyRoles  Catalog  Favorites w Dashboards w MNew w Open v Signed InAs  stevenis v
Criteria | Results | Prompts  Advanced % @
4Subjectare.. O flvy » Ev Hv g By &S by ZVER mh B H el |
4 [ cow- Student Records- ¢S, Compound Layout
» Fact Class Enrollment W s X
» Class Enroliment Docul Student Census Analysis
» Acadernic Organization W m S X
» Acadernic Pragram
» Carmpus Subject Subject Description Catalog Number Course Descr Academic Level Beg of Term Desc  Student Enroliment Count
3 Class AGCT Accaunting 200 Intro to Financial Acct Freshman 50
» Day Enrallment Add Dat Sophamore 281
» Day Enrallment Drop De Junior 49
» Enroliment Reason Senior 3
) fm Enroliment Status - EIDTEE]) 383
3 10 Intro to Managerial Acct Freshman 1
4 Catalog B2 Sophomore a4
List Al = Junior 200
Senior a
» Ity Folders
210 Total 684
3 Shared Folders
250 Survey of Accounting Sophomore 1
250 Total 1
o Cost+ Managerial Acct Sophomore 1
4 Views e # " » Junior 24 .
Title R .
£ Table i
) Selection Steps
2
T Filters

Step Action

13. Congratulations! You've completed the exercise!
End of Procedure.
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Setting Print Options

Setting Print Options for your Analysis

As you begin creating and using your own analyses and dashboards, you certainly
need to set up those analyses and dashboards so they print properly. For example,
you might want wider analyses to be printed in landscape mode, and narrower
analyses in the default portrait mode. You might also want to be sure that, when
any analysis is printed, all of the data is being printed and not just the data that is
visible on the screen. Those types of print options must be set for each individual
analysis.

Setting Print Options

On the Results tab for any analysis, there is a button bar that runs across the
screen just above the Compound Layout pane. The fifth button from the left - the
Print & Export Options button - is the access point for making any selections or
changes for printing options for this analysis.

=Sy v fg '*-vG e 2 ¢ % o8 5, B8 ch

When you click the Print & Export Options button, you're presented with the
Print & Export Options screen. There are Page Settings, Include, and Column
Options sections on this little screen.

Page Settings

Print & Export Options © x The Paper Size setting can be adjusted to
accommodate a few different sizes of paper. This is
Page Settings typically left at User Default, which normally
Paper Size User Default v means “use 8% x 11 inch paper.”
Onentation Custom v The default Orientation values are Portrait for
POF @ Porualt Pedieen printing PDF documents, and Landscape for
PPT ©Porak: @ Landicape reports viewed in PowerPoint.
Print Rows Visible w If you wish to change those settings, change the
e Maroins Orientation option to Custom, then make your
changes.
Include
¥ Charts Header  Edit The Print Rows field should always be set to All,

rather than the default Visible. This is probably the
most important setting you’ll make on this screen.

¥ Images Footer Edit
v

Formatung

Column Options You might elect to hide the margins, as well.

Fixed Column Width: 0 pX Include

OK Cancel You can, if you wish, elect to print any charts or
images included in your report, and can translate
the formatting to your printed report. Those three

options are checked by default.

You might consider including a header and/or footer section in your printed
analyses.
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For the header you could, for example, choose to include the phrase “The
University of Arizona” and the name of your college or department at the top of
each page of your report.

If you choose to include a footer, you might add a page number or other item.

Bt Maader o = ESt Fooler

Denpley = brimwinr whes sgpis) sie D pliy i D orwias woes Joueel beg

There are five separate sections in the Edit Header and Edit Footer screens. Use

the formatting buttons in the upper left as desired. You can also format the text in

individual sections using the Edit Format buttons for any or all of the five sections.
Use the Insert Field button to insert specific pieces of information into the section
where your cursor is flashing.

Column Options

If you wish, you can set a fixed column width for all columns in the printed report.
This will override any customization or other settings you’ve created in the analysis
itself, but will only affect the printed report.

This option might be a way to force a wider report to print appropriately in Portrait
mode, or provide extra space in narrow columns in a small report.

Establish Standards

Once you have your Print & Export Options set up, you may wish to make note
of the different settings and options you’ve selected so you can replicate them for
any additional analyses you create. Using those same settings across the board will
ensure a consistent look for all of your department or college reports. There is no
option to simply copy the header from one analysis to another.
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About SQL Coding
About SQL Coding

What is SQL Coding?

SQL, or Structured Query Language, often pronounced as "sequel", is a special-
purpose programming language designed for managing reporting data coming
from a data warehouse.

Why Use SQL Coding?

The values presented in any analysis are typically the standard or default values
that were entered by a user into the source transaction system, and those values
appear in Analytics exactly as they were entered. Most of the time, that's exactly
what you want. Sometimes, there is a specific and definite need to modify the
data you see in your report. Sometimes, it would just be handy if you were able
to do so.

In the Full-Time Student Indicator column (or any other Flag or Indicator data
column found in any subject area), for example, you'll see a "Y" for students who
are full time, or an "N" for students who are not full time. You'll likely see a dash
for a null answer. That's fine. Unfortunately, about half way down a

lengthy report, you'll probably forget what the "Y" and "N" actually mean.

In one simple example of what SQL can do, the Column Formula for the Full-Time
Student Indicator column could be modified so that the words "Full Time" can
replace the "Y" for any student who is full time, and the words "Part Time" or
some other negative indicator could replace the "N." You could even replace the
dash with the word "Unknown" if that made sense in this context. It would then
be clear, when glancing at that column at any point in the report, what the
column represents.

In our example in this workshop, we're not just making a cosmetic change. We're
going to change any numeric value greater than a one in a specific data column
into a zero. That way, when we sum that column, our totals won't be skewed.
We'll use SQL to do that.

Is There a List of Commonly Used SQL Code?
Because SQL coding is written on-the-fly, and is custom for every situation in
which it's used, it's impossible to come up with a list of coding that would be of

benefit to many people.

SQL Coding Used in This Workshop

e CASE WHEN "Pcard Transactions"."Doc Line Number" = 1 THEN 1 ELSE 0
END
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More Information

You can find out just a bit more about SQL coding by turning to Appendix A:
SQL Examples.

More extensive information is available in the online Analytics Help
documentation. Search for "SQL."
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Adding SQL Coding to a Column Formula in the PCard Analysis

Criteria Tab - Doc Line Number Column
Procedure
Edit the Basic PCard Analysis to make sure it properly counts the number of

transactions in a given month and shows summary spending data for your
department's pcards for that month.

Step Action

1. Open and edit the Basic PCard Analysis.

Click the Catalog link.
Catalog

UAccess ANALYTICS TRAINING AdminIstEon  Sigh Out
Catalog a Home My Roles Catalog  Favarites w Dashboards w MNew w Open w Signed InAs stevenjs v
Userview v [l v By X Bk Lacation My Folders/intermediate Workshop v Show Hidden ltems gy

4 Folders = B2 Tee Al v Sort Name A-Z v Show Mare Details
4 hiy Folders Basic PCard Analysis  LastModified 514/2017 1:26:10 PM | Owner stevenjs
» Subject Area Contents @ 'glg:rzna\vsis eontaing a number of columns of data that will serve as the basis for a very nice Summary PCard Analysis by the end of this workshop. Subject Area: KFS -
» E wyDashioard Open Edit Wore ¥
4 Agents Basic Student Analysis LastModifed 5152017 1:26:10 PM | Owner stevenjs
» Bagic Warkshop £ This analysis contains a number of columns of data that will serve as the basis far a very nice Student Census Analysis by the end ofthis workshopl Subject Area: CSW-
Student Records - Class Enroliment
» B Budget Open Edit More
4 ollege Admin Test > Student Census Analysis  LastModified 614/2017 8:46:04 AM  Owner stevenjs
3 Dashboard Prompts L J Open Edit More v
4 Drafls Student Census Prempt  Last Modified 5152017 1:26:11 P Owner stevenis
» DE08 = This promptwas builtfor the Student Census Analysiz. Term = (Current Term) Enroliment Add Date == (date) Enrollment Drop Date = (same date) Subi Area: CSW - Stude
€= ntRecords - Class Enrallment
b B EaryAlert Edit More v
» Eller
3 Emplayee Analyses
» Financial Analyses
3 Intermediate Worksho|
4 Tasks
1 Intermediate Workshop
EmEmand 4 Create Shorteut
RSS W Archive
X Delete [ Unarchive
| Copy [E Properties
F Preview
javascript:vaidinull)
. ' -
2. The Catalog opens in the last folder you'd accessed. The Basic PCard

Analysis should be visible to you.

Click the Edit link.
Edit
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Step Action

3. Locate the Doc Line Number data column. You may have to scroll to
the right, as it's the last column in the analysis.

Click the Options button.

5

4, Click the Edit formula list item.

Edit formula ‘

Edit Column Formula 9 x
Column Formula | Bins

Folder Heading  PCard Transactions

Column Heading  Dac Line Nurber

¥ Custom Headings
Contains HTML Markup

Aggregation Rule (Totals Row) Default (None) v

Available Column Formula

CASE YWHER "PCard Tr: ns""Doc Line Number' = 1 THEN 1 ELSE 0 ENDY

Subject Areas

4 03 kFs-Peand

» PCard Measures
» PCard Details
» PCard Holder Details
» PCard Level 3 Data b4
» PCard Transactions
» FCard Wendors
» Organization - PCard He
» Organization - Transacti i
» ) Filter... Column v Variable w + s H3 ] % i ) Il
OK Cancel
Step Action
5. The SQL code to translate the data in the Doc Line Number column

has already been entered for you.

In English, the code reads "Given the case when the data in the column
equals a one, display a one. Otherwise, display a zero."

6. You need to make a couple of additional changes to the way the data
column is being displayed.

For example, the name of the data column in the Column Heading
field is no longer accurate and should be changed.

Press the left mouse button and drag the mouse to select the desired
text.

Page 26



University Analytics Training Guide
& Institutional Research Intermediate Reports & Dashboards

Ay

Step Action

7. Enter "Transaction Count" in the field.

8. Now change the Aggregation Rule. It's currently set to Default (None),
which means the data won't be summed even if you wish it to be.

Click the button to the right of the Aggregation Rule (Totals Row)
field.

=

9. Click the Sum list item.

I

s Home My Roles.. Catalo o Favoiiles v Dashboards ¥ Mewow. . Openw
Edit Column Fermula @ x

Column Formuta | Bins

Folder Heading  PCard Transactions

Column Heading  Transaction Court

¥ Custom Headings
Contains HTML Markup

Aggregation Rule (Totals Row) Sum v

Rvailable Column Formula

Subject Areas o, CASE WHEN "PCard Transactions""Daoc Line Number' = 1 THEN 1 ELSE D END

4 L3 kFs-Poard
» PCard Measures
» PCard Details
» PCard Holder Details
» PCard Level 3 Data 4
» PCard Transactions
» PCard vendors
» Organization - PCard He
» Organization - Transact _ %
» ) Filter... Column v Variable v + O I O B O B 1

OK | Cancel

javascriptivaid(0)

Step Action

10. Click the OK button.

o]

11.
End of Procedure.
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Analytics Variables

About Analytics Variables
About Analytics Variables

What are Analytics Variables?

Variables, as they pertain to UAccess Analytics, are bits of code that can be used
as replacements for hard-coded values in a filter. The variables that we typically
use are known as Repository Variables.

Why Use Analytics Variables?

Most reports created in UAccess Analytics are built to display data from a
particular time frame, and it's one of the filters in the analysis that set the time
frame. When the report is first created, the report builder will often create a filter
like "Term Description is equal to / is in Spring 20__" or "Fiscal Period Number is
equal to / is in Period 7." There's nothing wrong with those filters. They work for
the specific day that the person created the report. What happens, however, the
following term or the following month? The person who created the report will
likely have to edit that report and modify the filter to correspond to the current
term or the current month.

Rather than hard-coding specific values into a filter, the report builder can use
variables. Rather than a filter that points to Spring 20__, the filter would read
"Term Description is equal to / is in [Current Term]". The Fiscal Period filter would
read "Fiscal Period js equal to / is in [Previous Fiscal Period Number]." That way,
no matter when the analysis is run, it will always show data from the Current
Term or from the Previous Fiscal Period. The analysis and filter will never have to
be modified to accomodate a changing calendar.

Where Can I Find a List of Variables?
All of the variables that can be used in Analytics are listed on the Variables
dashboard. You can find that dashboard in Analytics by navigating to

Dashboards > UAccess Analytics > Variables.

Variables Used in This Workshop

e PREV_FISCALPERIOD_ST_DT
e PREV_FISCALPERIOD_END_DT
e PREF_FPERIOD_NAME

More Information

There is very limited information about variables in the online Analytics Help
documentation.

For additional information, please download the Next Steps: Using Variables
document from the UAccess Community > Resources > Analytics web page.
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Using the Variables Dashboard

Procedure

Training Guide

Intermediate Reports & Dashboards

Analytics variables can be used in filters and prompts to provide an easier, automatic
means of getting data for "last month" or "the current term."

Step Action

1. There is a list of all available variables handily located on a shared

Variables dashboard.

Click the Dashboards link.

rds =

UAccess ANALYTICS TRAINING Administralion  Sign Out
Basic PCard Analysis a Home My Roles Catalog New w Open v Signed InAs stevenjs v
Criteria = Results  Prompis  Advanced [E=) by Dashboard L e
¥ allDashboards Index
4 SubjectAre-- O flw » T 1 mE P awmni
ra ¥ fudi
4 v KFE-PCand . Selected Columns Auditor ® %
» PCard Measures ¥ Budget
[
» PCard Detalls PCard Measures PCard Details recision Support Bata System FPCard Halder Details
» B PCard Holder Details > Employee
£ AccountLine Amt £ '8 PCard NumbertLast4 Digits) £ B Default Account £ 8 ¥ External Reportin imit £ & Cardholder Name &%
» PCard Level 3 Data porting
¥ Financial
» PCard Transactions
¥ Integrated Analtics
» PCard Vendors » .
» Organization - PCard He Learting '
) . ¥ Rem
» Organization- Transactifl] |4 FIters } Research % % »
» Acrount T Organization-Code is equalto/is in 9507 ¥ Security
» Default Account ¥ space
» Document Detailz ¥ Student
» Project P 1cE
» m Ohiect Code ? Toolkit
b Historical PCard Detaile ™ " ua alleges
» P U Departments
4 Catalog > ¥ uAEIn Test
»
List Al v UA Support
4 Wy Folders ¥ Unccess warehouse
» Shared Folders
javascriptivaid(null)
Step Action
2. Click the UAccess Analytics list item.
¥ UAccess Anahtics
3. Use the navigation button at the bottom of the Dashboard list to scroll

down.

Click the Scroll Down button.

e
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Step Action

4, Click the Variables list item.

2] variables

UAccess ANALYTICS TRAINING dmiistaon  Sign Out
Variables a Home My Roles Catalog Favorites w Dashboards w MNew v Open w Signed InAs stevenjs w
& 0

Variable Summary
Repository Variables

Variable Definition Currently Returns

Pay Period Begin / End Dates

UA_HRTL_CUR_PAYBDT Current Pay Period Begin Date TIMESTAMP '2017-06-05 00:00:00
UA_HRTL_CUR_PAYEDT Current Pay Period End Date TIMESTAMP '2017-08-18 00:00:00
UA_HRTL_PREY_PAVBDT Prewious Pay Period Begin Date TIMESTAMP '2017-05-22 0000000
UA_HRTL_PREY_PAVEDT Prewious Pay Petiod End Date TIMESTAMP '2017-06-04 00:00:00'
UA_HRTL_NEXT_PAYEDT Mext Pay Period End Date TIMESTAMP '2017-06-18 00:00:00°

Academic Years / Terms

PREV_ACAD_YEAR Previous Academic ‘ear (Fall through Summer Terms) 2017.0
CURR_ACAD_YEAR Current Acadermic Year (Fall through Summer Terms) 20170
NEXT_ACAD_VEAR Next Academic Year (Fall thraugh Summer Terms) 2018.0
UA_PREV_TERM Previous Term Spring 2017
UA_CUR_TERM_CD Gurrent Term Code 2172
UA_CUR_TERM Current Terrm Surnrmer 2017
UA_FUT_TERM Mext Term Fall 2017
UA_PREV_TERM_4 Presious Fall Term Fall 2018
UA_PREV_TERM_41 Previous Fall or Spring Term Spring 2017
UA_PREV_TERM_1 Prewvious Spring Terrm Spring 2017
UA_CURPREV_TERM_4 Current or Previous Fall Term Fall 2016
UA_CURPREV_TERM_41 Current or Frevious Fall or Spring Term Fall 2017
UA_CURPREY_TERM_1 Current or Previous Spring Term Spring 2017
UA_CURFUT_TERM_4 Gurrent or Future Fall Term FallzmM7
UA_CURFUT_TERM_41 Current or Future Fall or Spring Term Fall 2017
UA_CURFUT_TERM_1 Current or Future Spring Term Spring 2018
UA_FUT_TERM_4 Future Fall Term Fall 2017
UA_FUT_TERM_41 Future Fall or Spring Term Fall 2017
s EUT TEDM 1 Cibiwa Crvine Tarn Sinvine a1

Step Action

5. Most of the variables listed on the dashboard are called Repository
Variables. There's reminder right at the top of the dashboard page,
too.

The different variables are divided into groups of related or similar
variables.

Each line of information displays the variable code, the definition, and
the value that would be returned if the variable were to be used today.

6. One easy way to use the Variables dashboard is to start with the
Currently Returns column. There, you'll want to find any value that
resembles the type of data needed for your filter.

Once you've discovered your desired information, move to the left to
see if the Definition matches what you're looking for.

Finally, move to the left one more time to identify the actual Variable
that fits your criteria.
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Step Action

7. The particular variable you're looking for depends on the particular
filter for which you need the variable.

The variable you choose must return the same type of data as the
value you expect to put in the filter.

8. For example, if you are filtering for fiscal year, you must choose a
variable that sends a four-digit number to your analysis.

If you're filtering to a month, you'd select a variable that returned
either a month or fiscal period number.

9. In this situation, you need to filter to "last month."

What variables might you select?

10. Once you've identified the variables you need, you can use your
computer to copy them or you can just make a note of them.

When you use the variable, it must be entered in the filter exactly the
way it appears on this dashboard, including capitalization and the
underscores in place of spaces.

You can navigate back to the Basic PCard Analysis.

Click the Open link.

Qpen w

11. Since you just had the Basic PCard Analysis open, it should appear on
your Open menu.

Click the Basic PCard Analysis list item.
‘ﬁr Basic PCard Analysis

12.
End of Procedure.
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Adding Analytics Variables to the Filter in the PCard Analysis

Criteria Tab - Editing the Filter
Procedure
The existing filter refers to someone else's department. Change the value in the

existing filter, then add another filter that will show data from last month. Regardless
of what month that might be.

UAccess ANALYTICS TRAINING Adminisiration  Sign Out
Basic PCard Analysis A Home My Roles Catalog Favorites w Dashboards v Mew v Open v Signed InAs stevenis v
Criteria | ResUits  Prompts  Advanced = e
4 Subjectare.. O ftlw » T 1 mE
ra
4 L KFS-PCard 4 Selected Columns ® %
» PCard Measures
4 Plard Detalls FCard Weasures PCard Detalls Pard Holder Details
4 Feard Holder Detals £ AccountLine Amt £} '3 PCard NumberiLast4 Digits) £ B} DefaultAccount £ 5 Monthly Number £33 “5° Monthly Spend Limit £ 5 Cardholder Name 2%
» PCard Level 3 Data
4 PCard Transactions
» PCard Vendors
» Organization - PCard He 2
» Organization - Transacti “Fitters T % »
» Ascount Y Organization-Code is equalta/is in 507 # (B [z X
» Default Accaunt
» Document Details
» Project
» Objest Code
» Histarical FCard Detaile 7
3
4 Catalog >
List All v
» My Folders
» Shared Folders
javascriptivoidtnul)
Step Action
1. Hover your mouse pointer over the existing filter.

Click the Edit Filter button.
Lﬂ‘

2. Erase the existing data from the Value field, and enter your own
department number(s).

Click the OK button.
0K
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Step Action

3. Now add one more filter to the analysis. You want this report to always
show data from the previous month. The data column you need for this
filter doesn't exist in the analysis.

Because the data in this subject area actually comes from a large
banking conglomerate, the subject area is arranged a bit differently.

There are no actual date tables in the subject area. There are,
however, at least two date data columns. One of them refers to Post
Date, the other to Transaction Date.

Which date do you think you should use for this filter?

What's the process you need to follow to create a filter using a data
column that doesn't exist in the analysis?

4, The date you're looking for is in the Transactions table.

Click the Create a Filter button.

5. Now that you've selected a data column to use as your filter, you need
to determine how to create the filter.

If you need to encompass a full month using a single date field, what
operator would seem to be the best one to use?

Click the button to the right of the Operator field.

=

6. Click the is between list item.
7. In order to have the analysis always default to "last month," you can

use variables in the filter.
Variables cannot be entered directly into the Value fields.

Click the Add More Options button.
Add More Options »

8. What type of variables were those you looked at on the Variables
dashboard?

Which option should you choose here?

Click the Repository Variable list item.

Repository Variable
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9. Add a second Repository Variable field right away. You need one for the
beginning of the month and another for the end of the month.

Click the button to the right of the Add More Options field.
Add More Options w ‘

10. Click the Repository Variable list item.

Repository Variable ‘

11. Now enter the variables into the new fields.

Enter "PREV_FISCALPERIOD_ST_DT" in the Repository Variable

field.

12. Enter "PREV_FISCALPERIOD_END_DT" in the Repository Variable
field.

13. You're ready to try the filter.

Click the OK button.

3]

0K

14. You can see the filter has been added, along with a few bits of extra
"stuff" to make them work properly.

Click the Results tab.

Fesults

£

15. There's your report. What view can we add that will allow you to see
the filters without going back to the Criteria tab?

Click the New View button.

H

16. Click the Filters list item.

T Filters

i
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Basic PCard Analysis a Home  MyRoles  Catalog  Favorites w Dashboards w Mew w Qpen v Signed In fis stevenjs v
Criteria | Results | Frompts  Advanced = e
4Subjectare.. O flw ® v v G vy &S|k TR mH B B ch | &
4 T kFs- PCard Compound Layout
» m FCard Measures AR
4 PCard Detalls Basic PCard Analysis
» PCard Holder Details Al m .'. x
» PCard Level 3 Data
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» im Default Account - 58550 8033 200 50000 SUANSON, SARAH -
D 618.60 2107 300 50000 LLOYD, CARLA
4 Catalog > 289000 8033 200 50000 SWANSOMN, SARAH -
List All v k
» My Folders [ & X
» Shared Folders Crganization-Code is equal to 9507, 9940, 9305, 2517

4 Views
Title
£ Tanle

=
T Filters

and Post Date is between TIMESTAMP *2017-05-01 00:00:00° and TIMESTAMP 2017-05-31 00:00:00°

lor # 1>

F Selection Steps

Step

Action

17.

You can now verify that the filter is showing data from your
departments for "last month", whatever month that happens to be.

You can save the report and give it a new name.

Click the Save As button.

=

18.

Enter "Summary PCard Analysis" in the Name field.

19.

Click the OK button.

m

20.

Good job!

End of Procedure.
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About Pivot Tables
About Pivot Tables

What are Pivot Tables?

Any explanation of pivot tables requires a two-sentence explanation of a standard
reporting table. A table is a "flat" data presentation tool, with data simply
displayed in rows and columns. Tables are two-dimensional reporting tools.

A pivot table, on the other hand, can provide a three-dimensional view of data.
Pivot tables present the data assembled in rows, columns, and measures, which
creates an unweighted cross-tabulation. A pivot table is a great data
summarization tool that can automatically sort, count, total, or average data.

Users can set up and change the structure of the data in the pivot table by
dragging and dropping fields into different row, column, or measures locations.
This rotation or pivoting gives the tool its name.

Why Use Pivot Tables?

As described above, pivot tables provide a more robust three-dimensional view of
the data that can't be found or seen using other reporting tools. They are also a
great way to summarize data. Rather than looking at a detailed view of expenses
by account over a given period of time, a pivot table can help summarize the
expense data into just a few rows. Pivot tables can also breaking up the data by
using the values in some other data column as column headers.

We'll use both of these functions in this workshop.

More Information

For additional information, please search for "Pivot Table" in the online Analytics
Help documentation. There are at least seven specific topics available about pivot

tables.

You might also wish to download the Working with Pivot Tables: Putting a
Spin on Your Data document from the UAccess Community.
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Results Tab - Pivot Table

Procedure

You have modified a column formula and the filter on the Criteria tab.

It's time to work on the Results tab. The default results are shown in a table. You will
add a pivot table to the Results tab in order to more readily add percentages to the
results.

UAccess ANALYTICS TRAINING dminisiraon  Sign o
Summary PCard Analysis a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
Cifteria | Results | Prompts  Advanced LR )
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4 PCard Details Summary PCard Analysis
» PCard Holder Details Al m .'. x
» m PCar Level 3 Data
» FCard Transactions account  PCard Default  Monthly  Monthly Cardholder Transai
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b i PCard vendors Digits)
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List All v k
» My Folders [ & X
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and Post Date is between TIMESTAMP *2017-05-01 00:00:00' and TIMESTAMP "2017-05-31 00:00:00°
4 Views ey # 1>
Titla
£ Table i
¥ Selection Steps
=
T Fitters h
1. This is a very basic report, but you will make it better. Much better!

Start by adding a pivot table. You can use the New View icon in the
Views pane in the lower left corner of the screen.

Click the New View button.
1z

2. Click the Pivot Table list item.

E55 Pivot Tahle
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Summary PCard Analysis a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
Criteria | Results | Prompts  Advanced LR )
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4 Layout

Pivot Table Prompts |5 mm

Sections B §m

Piuot Table

Rows H m
PCard Halder Details PCard Transactions PCard Details PCard Holder
£ Cardhalder Alternate Name % [ E Transaction count % @ F monthy Spend Limit 3 3 poard Number(Last 4 Digits) ¥ B [ monthiy humber 3 B cardhalden

»

Evelndad

F Selection Steps

Step Action

3. This is the Pivot Table editing screen. The left-hand column has been
collapsed to make more room. This screen is very similar to the Table
editing screen that you've seen before. The Layout pane has similar
areas.

If you drop a column into the Pivot Table Prompts area, you will get
a drop-down menu of the values in that column.

If you drop a column into the Sections area, you will get one pivot
table for each value in that column of information.

4, The Pivot Table area has a big box in it. Inside that box, you see three
smaller areas.

Most of the data columns in the analysis have dropped into the Rows
area. It's called rows because the data is displayed in rows, just like a
regular table.

5. There are two more areas to the right. The small area on top is named
Columns. If you drop a column of information into that area, you will
get one column for each of the available values. This is also where the
Measure Labels box is usually placed.

The final area is named Measures. This is where you will typically put
any numeric data columns that you need to sum or otherwise
manipulate.
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6. The final area on the Layout pane is the Excluded area. You know that
dropping a column into that area excludes it from the view you're
working with.

Right now, there's something in there called Measure Labels. You'll
use that in a few moments.

UAccess ANALYTICS TRAINING Ramiisteaion  Sign Out

Summary PCard Analysis A Home My Roles Catalog Favorites w Dashboards v Mew v Open v Signed InAs stevenis v
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Name Count Limit Digits) Number 1192600
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50000 2107 300 LLOYD,( -

4 Layout
Columns [ @@
Feard Details | Detault Account ©F
Measures

actions FCard Details PCard Holder Details PCard Measures

on Count *EI- 5] H Monthly Spend Limit {31- B £ Pcan NumberiLast 4 Digits) 'ﬂ' B H Manthly Number {32 (=] £ cardholder Mame 'IEI' £ AccountLine Amt {31-

1

) Selection Steps

Step Action

7. Let's get started with this pivot table. We should identify the number
columns and put them in the right location.

First off, locate the Account Line Amount data column and move it
into the Measures area. You can also rename the column.

Click the More Options icon.

[
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F Selection Steps

javascriptvoidnul)

Step Action

8. Now rename it.

Click the Column Properties list item.
| Column Properties. .. |

9. Click the Column Format tab, then check the Custom Headings
checkbox.

Note: Using the Column Properties screen rather than the Format
Headings screen changes the name of the data column on both the
Results tab and the Criteria tab.

Enter "Transaction Total" in the Column Heading field.

10. Click the OK button.
0K
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F Selection Steps

Step Action

11. Now move the Measure Labels item from the Excluded area to the
Columns area.
This Measure Labels item is just what is sounds like. It's the label for
the columns of information that live in the Measures area.
Because you will soon have more than one column in the Measures
area, labels are required.
You can also move the Default Account data column out of the Columns
area and into the Rows area.
Release the mouse button.

12.

Move the Transaction Count column into the Measures area,
dropping it to the right of the Transaction Total column.
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F Selection Steps
javascriptveid{null)

Step Action
13. If you look at the Transaction Total data column in the upper Preview

section of the screen, you'll see it's blank.

That's because the system doesn't recognize that the data is numeric.
You'll have to tell it so.

Click the More Options button.

i

14. Click the Aggregation Rule list item.

Agaregation Rule  p

15. Click the Sum list item.

Sum

16. You can see that the Transaction Total data column in the upper
Preview section of the screen now contains numeric values.
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F Selection Steps

Summary PCard Analysis a Home Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
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Columns fF @B
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Measures

PCard Details PCard Measures

Step Action

17. Rearrange the rest of the columns in the Rows area to get them into a

logical order.

user-friendly.

You can also rename some of them to make the analysis a bit more

Move the Default Account to the far-left end of the Rows area.

Release the mouse button.
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F Selection Steps

Step Action

18. Now rename that column.

Click the More Options button.

El

19. Click the Column Properties list item.
| Column Properties..

20. Check the Custom Headings checkbox.

Enter "Acct No" in the Column Heading field.

21. Click the OK button.

[os)

22. Locate the PCard Number data column and move it to the second
position in the Rows area. Rename it and call it PCard No.

Click the More Options button.
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24. ...and rename it just like you've done with the other data columns.
Click the More Options button first, then click the Column Properties
list item.

On the Column Properties screen, using the Column Format tab,
put a check mark in the Custom Headings box, then name the
column Cardholder.

Click the OK button.

o]

25. The Cardholder Alternate Name column is already in the right spot. Just
rename it to Alt Cardholder.

26. The last two columns are already in the right places. The name of the
Monthly Spend Limit column is fine. You needn't change it.

Change the name of the Monthly Number data column to Monthly
Trans Limit.

27. Perhaps you should add a grand total to the bottom of the pivot table.
Use the Totals (sigma) button located in the Rows area.

Click the Totals button.
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28.

Click the After list item.
After

29.

So far, the pivot table doesn't look much different than the standard
table.

There are things that are very easy to do with pivot tables that are not
at all easy with tables.

For example, you can add percentages!

30.

First, duplicate the Transactions Total column.

Click the More Options icon.

151

31.

Click the Duplicate Layer list item.
| Duplicate Layer

UAccess ANALYTICS TRAINING Administralion  Sign Out
Summary PCard Analysis ' Home My Roles Catalog Favorites w Dashboards w MNew v Open w Signed InAs stevenjs w
Criteria  Results = Prompts  Advanced LR e
# Fivat Table Editing from: " Compound Layout' | Done Revert
4Subjectar.. O flv » S &y YWeh & BEBR mohl B8 o
4 [T KF8-PCand
PCard Monthly Spend Monthly Trans i i T
» fm PCard heasures fcctho g Cardholder Alt Cardnolder e Limit Total Count Total
» Pard Detalls 141700 3439 PLANSUP,INSTRSRCH  Angela 25000 50 903.07 4 903.07
Baldasare
» FCard Holder Detalls
1144020 9647 FASTJE, PATTI 25000 999 90.00 1 90.00
» FCard Level 3 Data
1144030 3058 COMPUTING, STUDENT Mary T 35000 300 838.76 10 838.76
» PCard Transactions Barleycorn
» PCard Vendors 1143050 6130 ZAVALA, CATHERINE 10000 20 389.95 2 389.95
» Organization - PCard He 1182500 0273 INST RSRCH, UA, Henry Childers 25000 50 1,255.59 8 1,255.59
ANALYTICS
» Organization - Transacti
1192600 1018 WILSON, KIMBERLY 30000 250 941.56 2 94156 ¥
» Aceount
« 4 Layout
» Default Aceount
Columns [ g -
» Document Dietails
» Frajact - Measure Labels £}
»
4 Catalog » Measures
List Al o PCard Details PCard Measures PCard Transactions PCard Measures
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32. The duplicate drops in on the right.
Move that column and place it to the right of the original column.

Release the mouse button.
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[ »
F Selection Steps

Click the More Options icon.

]

34. Click the Show Data As list item.
| Show DatahAs  »
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Step Action
35. Click the Percent Of list item.
Fercentof p
36. Click the Column list item.
Colurmn ‘
' . .
37. You should rename the column, too. Because you're working with a

duplicate column, the process is slightly different.

Click the More Options icon.

o

38. Click the Format Headings list item.
| Format Headings..

39. Enter "Percent" in the Caption field.

40. Click the OK button.

[ox
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41. See how easy that was? That's one of several reasons to use pivot
tables.

You're done editing the Pivot Table at this point.

Click the Done button.

Done
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» PCard Vendors Count Limit Limit No
» Qrganization - PCard He 0 Henry Childers 1182500 25000 50 0273 INST RSRCH, UAANA
» Organization - Transacti Mary T Barleycom 1144030 35000 300 3058  COMPUTING, STUDEI
) im Account
» Default Account I 1 - 1144020 25000 999 9647  FASTJE, PATTI
4 1144050 10000 20 6130 ZAWALA, CATHERINE
Acatalo »>
List Al = 1192800 320000 250 1018 WILSOM, KIMBERLY
» My Faldars
40000 250 B6T4  PASEWARK, CARISSA
» Shared Folders
AT v # "> 50000 200 8033 GWANSOM, SARAH
»
Title
1 & W h
T ritters i
- ¥ Selection Steps
58 Pivot Table s

create the pivot table, the pivot table will not be automatically included
in the Compound Layout.

You can either click the Add View button in the Views pane to add the
highlighted view - the pivot table - or you can drag-and-drop the pivot
table into place.

Watch for the dark blue line and drop the pivot table between the Title
view and the Table view.

Release the mouse button.
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UAccess ANALYTICS TRAINING dminiteation 8ign Ous
Summary PCard Analysis a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
Criteria | Results | Prompts  Advanced e
4Bubjectar.. O fly » Hv v By & D ke 39 m B % A ¥
4 [0 KFS-PCand Compound Layout
» FCard Measures A m /S X
b i PCard Details
AcctNo PCardNo Cardholder Alt Cardholder Monthly Spend Limit  Monthly Trans Limit ion Total Percent Count
» PCard Holder Details
1131700 4430 PLANSUPINSTRSRCH  Angela Baldasare 25000 50 90307 10.0% 4
» im PCardLew! 3Data 1134020 9647 FASTJE, PATTI 25000 999 9500 11% 1
4 Plard Transactions 1144030 3058 COMPUTING, STUDENT Mary T Barleycom 35000 300 83876  03% 10
4 PCard vendors 1112050 6130 ZANALA, CATHERINE 10000 20 38905  43% 2
4 Organization - PCard He 1182500 0273 INST RSRCH, UA ANALYTICS  Henry Childers 25000 50 125650 13.0% g
» W Organization - Transach 1192600 1018 WILSON, KIMBERLY 30000 250 04156 10.4% :
b B Account 2107 LLOYD,CARLA 50000 300 80206 6.9% H
b fm Default Account = 6674  PASEWARK, CARISSA 0000 250 15380 1.7% 4
»
8033  SWANSON, SARAH 50000 200 362104 40.0% 3
4 Catalog >
2115180 3322 BALDASARE, ANGELA 5000 30 4618 05% z
List All 7 Grand Total 9,052.03  100.0% 12
» My Falders N
A m & X
» i Shared Folders
Transaction PcCard Monthty Trans Monthly Spend Transactior
Total No AcetNa | imic Limit Rk Count
32000 4438 1141700 50 25000 PLAN SUP, INST RERCH
4 Views ow & 11> 4500 207 1192600 300 50000 LLOVD, CARLA
BET4 1102600 250 40000 PASEWARK, CARISSA
Titie
_ 4500 2107 1192600 300 50000 LLOVD, CARLA =
T Fiters B
. F Selection Steps
22 Pivot Table e

Step

Action

43.

The pivot table has summary data, and the value-a
column.

The table is showing detail information. The data is

Take a look at the difference between the pivot table and the table!

wanted a summary analysis. The pivot table provides that view.

dded percentage

valuable, but you

44.

it, using the Views pane.
Note: Be sure you highlight the Table view first!

Click the Remove View from Analysis button.

X

The Table view isn't really serving a purpose any longer. You can delete

45.

That looks pretty good! You should save your work.

Click the Save Analysis button.
!

46.

End of Procedure.
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Procedure

The Pivot Table looks pretty good, and the Percent column you added gives your
manager a way to evaluate some card data.

There is, however, another way to add a percent column to provide even more value.

UAccess ANALYTICS TRAINING AT S50
Summary PCard Analysis a Home My Roles Catalog Favorites w Dashboards w MNew v Open w Signed InAs stevenjs w
Criteriz  Results = Prompts  Advanced LR e
4SubjecthAr-. O flw » Sv v B By &6 by B W R =m[hH B @ e
4 KFS - PCard Compound Layout
» PCard Measures M L X
» FCard Detalls Summary PCard Analysis
» PCard Holder Details 4] @ ," %
» PCard Level 3 Data
» PCard Transactions AcctNo PCard No Cardholder Alt Cardholder Monthly Spend Limit  Monthly Trans Limit Total Percent Count
» PCard vendors 1141700 1439 PLAN SUPR, INST RSRCH Angela Baldasare 25000 50 90307 10.0% 4
» Organization - FCard He 1144020 9647 FAST.E, PATTI 25000 999 99.00 11% 1
» Grganization - Transacti 1144030 3058 COMPUTING, STUDENT Mary T Barleycorn 35000 300 83876 9.3% 10
1144050 6130 ZAVALA, CATHERINE 10000 20 389.95 43% 2
» Acrount
1182500 0273 INST RSRCH, UA ANALYTICS Henry Childers 25000 50 1,255.58  13.8% 8
» Default Account -
» 1192600 1018 'WILSON, KIMBERLY 30000 250 94166  10.4% 2
4 Catalog > 2107 LLOYD, CARLA 50000 300 802.08 9.9% [
List Al - 6674 PASEWARK, CARISSA 40000 250 153.90 17% 4
8033 SWANSON, SARAH 50000 200 3,621.94  40.0% 3
» My Folders
2115180 3322 BALDASARE, ANGELA 5000 30 4618 0.5% 2
» Shared Folders
Grand Total 9,052.03 100.0% a2
/S X
Organization-Code is equal to 9507, 9940, 2617, 9305,
A Views lov # "4 » and Post Date is between TIMESTAMP "2017-05-01 00:00:00' ane! TIMESTAMP *2017-05-31 00:00:00"
Title:
T Fitters .
e ¥ Selection Steps
=55 Pivot Table e

Step

Action

1.

You can add another data column, and edit the column formula to
create a column that shows the percent of the monthly spending limit
that was actually spent.

Click the Criteria tab.

Criteria

It's easiest to start with one of the data columns you'll use to create
the formula.

Essentially, you'll divide the amount spent by the amount allowed to be
spent.

Click the PCard Measures dropdown button to activate the menu.

p PCard Measures
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3. Double-click the Account Line Amount list item.

i |Account Line &mt|

4, Scroll to the right in the Selected Columns pane to locate the newly-
added Account Line Amount data column.

Click the Options button.

|

5. Click the Edit formula list item.
‘ [ Edit formula
6. Click anywhere in the Column Formula box to remove the highlight

from the information already present in the box.

Click the Column Formula whitespace.

e

7. Click the screen to place the cursor immediately to the right of the
existing text.

Enter "/" in the Column Formula field.

8. The other column that makes up the formula already exists in the
analysis.

Click the Column button.

Column ‘

9. Click the Monthly Spend Limit list item.
mMaonthly Spend Lirmit ‘

10. Now you can rename the data column.

Click the Custom Headings checkbox.

11. Delete the existing Column Heading.

Enter "Pct of Spend Limit" in the Column Heading field.

12. You'll also have to change the aggravation rule.

Click the Aggregation Rule dropdown button to activate the menu.

13. Click the Sum list item.

B
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14. The formula is done.

Click the OK button.

OK
15. Click the Results tab.
Results
16. The new data column is in the wrong place, but you can move it. Select

the Pivot Table in the Views pane in the lower left corner of the screen.

Click the Pivot Table list item.

see Pivat Tahle

17. Click the Edit View button.
¥
18. The new data column is in the Rows area. Where should it be?

Click the Pct of Spend Limit column and drag it to the desired
location.

19. There are just a couple of additional modifications you should make to
your new Pct of Spend Limit data column.

Click the More Options button.

a

20. Click the Column Properties list item.

Column Properties. ..

21. Click the Data Format tab.
Diata Format
22. Click the Override Default Data Format checkbox.
(]
23. Change the type of data.

Click the Treat Numbers As dropdown button to activate the menu.

Treat Humbers As  Number

24. Click the Percentage list item.
F e
25. Click the Scale for % (x 100) checkbox.
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26. Click the OK button.
OK
27. There's your new Pct of Spend Limit data column. As the name of the

column implies, it will show your manager what percentage of the
Monthly Spend Limit was actually spent the previous month.

Click the Done button.

Done

28. This is a really useful report!
End of Procedure.
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Results Tab - Finishing Up

Procedure

You're almost done! There's just one more small, but important, modification to
make to this analysis.

UAccess ANALYTICS TRAINING AdminIstEon  Sigh Out
Summary PCard Analysis a Home My Roles Catalog Favorites w Dashboards w MNew w Open w Signed InAs stevenjs v
Criteria ~ Results | Prompts  Advanced sl 0
4Subjectar.. O flv ®» Sv v o By B & by BV ER mh B % [ A
4 [ KFS-Poand Compound Layout
» PCard Measures [a] %3
» Fard Detalls i
Summary PCard Analysis
» FCard Holder Detalls Wm S X
» FCard Level 3 Data
b i PCard Transactions acctho PC cardnotder At Carchoider  MOntilySpend - Monthly Trans - Transactions  PetofSpend o cpp Transaction
No Limit Limit Total Limit Cow
' Peardveniors 1141700 4439 PLANSUB INSTRSRCH  Angela 25000 50 a03.07 361 10.0% 4
» Organization - PCard He Baldasare
» Organization - Transacti 1144020 9647 FASTJE, PATTI 25000 999 99.00 040%  14% 1
» Aceount 1144030 3058  COMPUTING, STUDENT  Mary T 35000 300 838.76 240% 3% 10
Barleycorn
4 Default Aceount B T4 Maa050 6130 ZAWALA, CATHERINE 10000 20 389.95 390%  43% 2
o > 1182500 0273 INSTRSRCH, UA Henry Childers: 25000 50 1,265,589 501% 13.9% 8
4 Catalog ANALYTICS
List Al v 1192600 1018  WILSON, KIMBERLY 30000 250 941.56 314%  10.4% 2
» My Folders 2107 LLOYD,CARLA 50000 300 802.08 160%  B.O% [
b Shared Folders 6674 PASEWARK, CARISSA 40000 250 163.80 038%  1.7% 4
8033  SWANSON, SARAH 50000 200 3,621.84 T4%  40.0% 3
: N 2115180 3322  BALDASARE, ANGELA 5000 30 46.18 082%  0.5% 2
aviews oy g U0 P
Grand Total 9,052.03 28.62% 100.0% 42
Title
N
E Fitters H " x
Organization-Code is eciusl o 8507, 9940, 2617, 8305,
EEE Pivot Table g PP T
¥ Selection Steps
javascript:vaidinull)

1. You will be editing the Title view.

Click the Edit View button.

Enter "for @{biServer.variables['PREV_FPERIOD_NAME']}" in the
Subtitle field.

Press [Tab].

You can now see the month and year immediately below the title. The
font is a bit big, however.

Click the Subtitle Format button.

A

The default font size is 12, even though that number isn't displayed in
the field.

Enter "10" in the Size field.
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6. Click the OK button.
0K

UAccess ANALYTICS TRAINING Administralion  Sign Out

Summary PCard Analysis '+ Home My Roles Catalog Favorites w Dashboards w MNew v Open w Signed InAs stevenjs w
Criteria  Results = Prompts  Advanced LR e
# it Editing from: " Compound Layout” | Done Revert

& By "oEh B
Title

) Display Saved Name

Logo Select Image i

Optional - URL of atitle image.

Note: When running in & secured environment, only resources that are located on the UAccess Analylics Presentation Server may be used. These resources are referenced wsing a relative path prelied with
“map:

Subtitle  for @{biServervariables[PREV_FPEF 2

Started Time Do not display MY

Help URL

Optional - URL for 3 document providing help on this analysis.
Note: When running in & secured environment, only resources that are located on the UAccess Analylics Presentation Server may be used. These resources are referenced wsing a relative path prelied with
“map:"

Summary PCard Analysis

far MAY 2017

javascriptivaid(null)

Step Action

7. That's it! Now you and your manager can tell which month the report is
showing you without having to decipher the Filters view.

Click the Done button.

Done

8. Save your analysis one last time.

Click the Save Analysis button.

End of Procedure.
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Exercise 2 - Scenario and Outline

Exercise 2 - Adding a Pivot Table to the Student Census Analysis

Modify the Student Census Analysis, adding a pivot table view.

Scenario: Your boss likes the Student Census Analysis you created for her
earlier. She thinks, however, that there may be a better way to see the data in a
more concise manner. After a bit of thinking, you realize that a pivot table might
be the answer!

In this exercise, you will:

Add a Pivot Table View
Edit the Pivot Table View

o Move columns

o Duplicate columns

o Hide columns

o Add Grand Totals and Subtotals
Move the Pivot Table View into place
Delete the Table View.

All of the steps have been laid out for you on the following pages, along with a
few screen shots.

Just a few things as you begin:

This is not a test.

You will have adequate time to complete this exercise.

Feel free to ask questions of the instructor or your neighbor.

Feel free to work with your neighbor.

If the instructions in the book are not clear to you, please ask for
clarification.

If you would like to take a short break during the exercise, please do so.
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Exercise 2 - Results Tab - Pivot Table

Procedure

Step Action

1. Click the Open button.

Cpen w

2. Click the Student Census Analysis list item.

vér Student Census An...

3. Click the Results tab.

Fesults

UAccess ANALYTICS TRAINING AAmInIstEon  Sigh Out
Student Census Analysis a Home My Roles Catalog Favorites w Dashboards w MNew w Open w Signed InAs stevenjs v
Criteria ~ Results | Prompte  Advanced sl 0
4SubjectAr-. O flw P Sy v oy B S kv W R mi 5 % ch ¥
4 [ CoW - Student Records- ¢ 5, Compound Layout
» Fact Class Enroliment [ ,\ »®
» Class Enrallment Docul Student Census Analysis
Academic Organization '3
» E Al m /S X
» Academnic Program
» campus Subject Subject Description Catalog Number Course Descr Academic Level Beg of Term Desc  Student Enroliment Count
» Class ACCT Accounting 200 Intro ta Financial Acct Freshrman a0
» Day Entallment Add Dat Saphormore 281
» Day Enrallment Drop Dz Junior 4
» Enroliment Reason Senior 3
200 Total 383
b fm EnrolimentStatus v i
» 210 Intro to Managerial Acet Freshman 1
4 Catalog > Saphamare 474
List Al = Junior 200
Senior El
» My Falders
210 Total 684
4 Shared Folders
260 Survey of Aecounting Saphamare 1
250 Total 1
0 Cost+ Managerial Acct Saphamare 1
A Views v F o> Juniar 24 .
Title 7 .,\ x .
—
T Filters )
e » Selection Steps
=52 Table s

Click the New View button.

v

5. Click the Pivot Table list item.

555 Pivot Table
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6. All of the data columns that were present in the table are present here,
too. They may not be in the right places, but they're here. It's up to
you to move the data columns to the correct position and to make
other edits as needed.

Note: To make things easier for yourself, you must realize and
understand that changes made in the Layout pane are immediately
reflected in the Preview pane above. The order and position of the data
columns is the same in both panes.

7. The pivot table is too narrow. Note that it has a horizontal scroll bar
across part of the bottom of the analysis. You can make the pivot table
wider, if you wish. Or you can make it into a paginzted pivot table.

Click the Pivot Table View Properties button.

e

8. If you wish to keep the scrolling function in the pivot table, adjust the
width of the pivot table.

Alternatively, you might instead choose the Content paging radio
button.

Enter "1200" in the field.

9. Click the OK button.

[ox]
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Student Census Analysis a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
Criteria | Results | Prompts  Advanced LR )
# Pivat Tahle Done Revert
4Subjectar-. O fly » S By WG £ BUER omy BEZND
4 [ coW- Student Records -
10 20 30
» Fact Class Enrollment
Academic Level Beg of Term Desc  Subject Subject Description Catalog Number Course Student Enroliment Count Student Enrollment Count  Student £
» Class Enrollment Docul
Freshman ACCT  Accounting 200 Intro to 50
» Acaderic Organization =
»
Acadernic Program
' E 4 Layout
» Campus .
» Class Sections 5 @mE
» Day Enrollment Add Dat
» Day Enrallment Drop De Pivat Table g
» Enrallment Reason Co
» Entollment Status
b i Grage T
» Audit Grade < b
»
Rows
4 Catalog » B m Me
List Al = Term Academic Level Class F
» My Folders H Academic Level Beg of Term 'ﬂ' B H Subject {31- (= ] H Subject Deseription {31* (=] H Catalog Number 'EI* 5] E Course Descr '[31'
4 Shared Folders
Excluded
»
F Selection Steps

Step

Action

10.

Referring to the image of the completed pivot table on one of the
previous pages, you can see that the Academic Level Beg of Term
data columns belong in the Columns area. One of those data columns is
present in the left-most position of the Rows area. Move that data
column.

Did you move the Code or Description version of the column?
When you drop that data column into the Columns area, should it be
placed above or below the existing Academic Level Beg of Term data

column? Why?

How can you tell which position it's in?
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Student Census Analysis a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
Criteria | Results | Prompts  Advanced & e
# Pivat Tahle Done Revert
4Subjectar-. O fly » S By WG £ BUER omy BEZND
4 [ coW- Student Records -
10 20 30
» Fact Class Enrollment
Freshman Sophomore Junior
» Class Enroliment Docui
Subject Subject Description Catalog Number Course Descr Student Enroliment Count  Student Enroliment Count  Student Enroliment Ci
» Acaderic Organization =
»
» Academic Program 4 Layout
» Campus .
» Class
» Day Enrollment Add Dat
» Day Enrollment Drop Dz
» Enrallment Reason Columns [ g
» Enrollment Status
R Grade £ acaderic Level Beg ofTarm . &F B
Term Acatemic Level
» Audit Grade . v £ Academic Level Beg orTerm .. £
4 Catalog 5 Measure Labels o)
List All v Measures
» My Folders Fact Class Enrollment
4 Shared Folders | #cubjectDescripion ¥ B | B Catalog umber 3 B | 3 Course Descr £F Student Enraliment Count TF
«
F Selection Steps
Step Action
H 1
11. Because you only have one data column in the Measures box, you don't

need to have or keep the Measure Labels in place. You can move the
Measure Labels item to the Excluded area.

Click the Measure Labels column header and drag it to the desired
location.

12. You should hide the Academic Level Beg of Term Code data column.

Click the More Options button.

13. Click the Hidden list item.
Hidden ‘

14. Now make duplicates of the Subject and Subject Description data
column.

Click the More Options button.

5

15. Click the Duplicate Layer list item.

Duplicate Layer
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16.

Follow the same procedure for the Subject Description columnn.
Continue with the exercise.

Click the More Options button.

5

17.

Click the Duplicate Layer list item.

Cuplicate Layer

18.

The two duplicate data columns dropped into the right end of the Rows
area of the screen.

One-by-one, you can grab the duplicates and drag them into the Pivot
Table Prompts area. Make sure the Subject data column goes to the left
of the Subject Description data column.

Click the Subject column and drag it to the desired location.

19.

Once you have both duplicated columns in the Pivot Table Prompts
area, you can hide the Subject data column.

Click the More Options button.

20.

Click the Hidden list item.

Hidden

21.

Question:

Why bother putting the Subject data column into the Pivot Table
Prompts area of the screen if you're just going to hide it?

What is the purpose of that data column in that position?

22.

You can also add a type of sum to the Pivot Table Prompts area.

Click the Totals button.

23.

Click the Before list item.

Before

24.

Add a Grand Total to the Rows area.

Click the Totals button.
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25. Click the After list item.
After
26. Add a subtotal to the Subject data column in the Rows area.

Click the Totals button.

5

27. Click the After list item.
After ‘
28. Add a Grand Total column to the Columns area.

Click the Totals button.

5

29. Click the After list item.
After
30. You can get a better look at the results of your work by collapsing the

Layout pane.

Click the Layout Pane dropdown triangle.

31. That looks pretty good. You have all of the data columns arranged
properly, and have all of the totals and subtotals in place.

Click the Done button.

Done

32. The Pivot Table is not yet in place in the Compound Layout pane. You
have to add it to the screen yourself. It lives in the Views pane.

Click the Pivot Table list item and drag it to the desired location.

33. You can put it between the Title and Table views. Watch for the dark
blue line to determine when to release the view.

Release the mouse button.

34. The pivot table is now in place. You no longer need the Table view. You
can delete it from the Views pane.

Click the Table list item.

Tahble
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35. Click the Show More Buttons button.
b

36. Click the Remove View from Analysis list item.
X Femuove Wiew from Analysis

37. You really should save the analysis at this point.

Click the Save Analysis button.

s

38. Congratulations! You've completed the second exercise!
End of Procedure.
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Dashboard Prompts

About Dashboard Prompts
About Dashboard Prompts

What are Dashboard Prompts?

A dashboard prompt is a type of dynamic filter that can be applied to some or all
of the analyses on a given dashboard page or set of pages. Dashboard prompts
allow the end user to specify the data values that are used to filter the associated
reports.

Why Use Dashboard Prompts?

Dashboard prompts are interactive and are displayed on a dashboard page so that
the user can prompt for (filter to) specific values in a report or set of reports. The
selected values are set when the user clicks Apply.

Many of the dashboard prompts found on the University-level dashboards -
Financials > General - Financial Management or Student > Student
Enrollment, for example - have fields that are prepopulated when a

user accesses the dashboard page. Very often, prompts are set to look at the
current term or fiscal period, or at the logged-in user's department. Those
prepopulated values can be changed on-the-fly, and applied to the page.

Prompts Used in This Workshop

The dashboard prompt used in this workshop has already been created for you. It
was one of the files you copied into your personal folders at the beginning of the
workshop.

More Information

For more information about dashboard prompts, you can search the online
Analytics Help documention. Search for "dashboard prompt."

To see specific instructions to create the prompt we're using in the workshop, turn
to Appendix D: Creating the Dashboard Prompt.

You might also wish to download the Working with Dashboards: Shared
Reports at a Glance document from the UAccess Community.
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Edit the Student Census Analysis to Function with the Prompt

Procedure

You have created and modified the Student Census Analysis, and you're nearly ready
to add the analysis to a dashboard page.

To make it more functional for yourself or your users, you would typically create a
dashboard prompt to go with it. That prompt has already been created for you. You
copied it to your folders earlier in the workshop.

For a detailed explanation of how that prompt was created, please see Appendix D:
Creating the Dashboard Prompt.

You must modify the Student Census Analysis so that the prompt and the analysis
will work together when you put them both on a dashboard page.

UAccess ANALYTICS TRAINING Adminisization  Sign Out
Student Census Analysis A Home  MyRoles  Catalog  Favorites w Dashboards w MNew v Open v Signed InAs  stevenis v
Criteria = Results Prompts  Advanced H ri4 o
4 SubjectAr-. O flw » S Hv s By &G by BV R mh B % ch |
4 CEW - Student Records- ¢ -, Combound Layout
» Fact Class Enrollment WL X
» Class Enroliment Docui Student Census Analysis
» i Acaderic Organization Wom s X
» Academic Program
Subject Description Al Values v
» Campus
» Class Subject Subject Description Catalog Number  Course Descr Freshman Sophomore Junior Senior Grand Tatal
» Day Enrollment Add Dat ACCT  Accounting 200 Intro to Financial Acct 50 281 49 3 383
» Day Enrollment Drop De 210 Intro to Managerial Acct 1 474 200 8 684
» Entollment Reason 250 Survey of Accounting 1 1
» Enrollment Status - 30 Cost + Managerial Acct 1 24 52 7
r 4004 Inter Financial Acct 3 63 23 a9
»
oot 4008 Inter Financial Acct 5 4 a6
List Al v 400C Inter Financial Acct 1 6 g0 14 10
b My Folders 420 Principles of Federal Taxation 3 64 67
b hared Folders 430 Inf QIt Assur:Mgmt Persp 1 20 a1
451 Analysis Fin Statement 98 98
461 Accounting Info Systems 44 40 84
498H Honors Thesis 2 2
4 Views v & M > ACCT Total 52 763 449 223 1487
— BCOM  Business Communications 214 Fundamentals of Bus Comm 40E 204 14 624
T Fitters .
. » Selection Steps
=85 Pivot Table
1. The modifications must be made to the filters, which are on the Criteria

tab.

Click the Criteria tab.

Criteria
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2. Hover your mouse over the Term Description filter.

UAccess ANALYTICS TRAINING Administralion  Sign Out

Student Census Analysis a Home My Roles Catalog Favorites w Dashboards w MNew v Open w Signed InAs stevenjs w
Criteria  Results  Prompte  Advanced LR e
4 SubjectAr- O flw » T ) mE
4[] cBW-BudentRecords- = gelacted Columns ® %
» Fact Class Enroliment
» Class Enroliment Docul Class Term Academic Leve|
» Academic Organization £ subject £ E subject Description 8§ Catalog Number £ F Course Descr £ E Academic Level Beg of Term Code £F '8 Academic Leval Beg of Ter C
» Academic Program
» Campus
» Class b
» Day EnrolimentAdd Dat 4 Filters % % »
» Day Enrollment Drop D I
T Term Description is equal to /is in Saring 2017 LS hEX
» Enroliment Reason ANDY Academic Organization Level 3 Dest is equalta/is in Eller College of Managemert
» Enrallment Status , PNDY Academic Program Desoriptian is equalto /i in Eller College of Managerment
ANDY Enroliment Add Day Date is less than or equal to D2/01/2017 12:00:00 AW
4 Grade AND Y Enrallment Drop Day Date |g equalto/ is in 01/01/1800 12:00:00 AM
» Audit Grade ORY Enroliment Drop Day Date is greater than 02/01/2017 12:00:00 AM
» srarir Rnster v
»
4 Catalog »
List Al v
» My Folders
» Shared Folders

Step Action

3. Click the Edit Filter button.
V4

Iy

4, Click the button to the right of the Operator field.

v
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| Edit Filter

Column
Operator

Value

Protect R,

Carwert ]

Term Deseription

is equalto fis in v

is equal fo/is in .
i not equal to/is notin i
is less than

is greaterthan

is less than or equalto

i greater than or equal to
is hetwaen

is null

is not null

is ranked last

is ranked first

contains all

contains any DK
does not contain

heging with

ends with

ig LIKE (pattern match)

ig not LIKE (pattem maich)

Cancel

is prompted =l

Step

Action

The is prompted operator is what makes the filter take the data from
the prompt when the analysis and prompt are together on a dashboard.

Click the is prompted list item.

is prompted

Click the OK button.

o |

Hover your mouse pointer over the Enroliment Add Day Date filter.
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UACCESS ANALYT[CS TRAINING Administration  Sign Out

Student Census Analysis a Haome My Roles Catalog Favarites w Dashboards v Mew v Qpen v Signed InAs stevenjs v
Criteria  Results  Frompts  Advanced e
4 SubjectAr... O fly » ¥ ¥ mE
4[5 oo student Records- C = gelacted Columns @ %
» Fact Class Enrollment
» Class Enroliment Docu Class Term Acadermic Level
» Academic Organization % Subject £} i’ SubjectDescription 48§ Calalog Number 4% ¥ Course Descr4F & Academic Level Beg of Term Code £F  '5 Academic Level Beg of Term C
» Acadermic Program
» campus
» Class b
b fm DayEnrolimentAddDat 4 Filters T % »

» Day Enrollment Drop D T Term Description I3 promptea

» Enroliment Reason AND Academic Organization Level 3 Dest js equalto/is in Eller College of Management
N Enrallment Status 7 ANDY Avademic Program Description is equal ta fis in Eller College of Management R
ANDY" Enrallment Add Day Date is less than or equal to 02/01/2017 12:00:00 Akl S EEX
4 Grade AND T Enroliment Drop Day Date s equal o/ is in 01/01/800 12:00:00 AM
» Audit Grade ORY Enroliment Drop Day Date is greater than 02/01/2017 12:00:00 AW
» Grae Rnatar M
»
4 Catalog >
List Al v

4 Mty Folders
» Shared Folders

Step Action

8. Click the Edit Filter button.
V4

i

9. Click the button to the right of the Operator field.

v
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Column  Enrgliment Add Day Da ;"

Operator s less than or equal to v

is equalto fig in

Value e not equal ta  is notin v 0

Conwert 15 between
is null

[ is notnull
iis ranked last
iis ranked first
is prompted DK Cancel
is based on results of another analysis

Step Action

10. Click the is prompted list item.
| is prompted

11. Click the OK button.

OK

12. The dashboard prompt includes a field for Enrollment Drop Date, and
the filter has two instances of that particular column.
When you have that situation, the prompt will affect all instances of
that filter, even if the operator of one of the filters is not changed to is
prompted.
You must take some action to protect the filter you don't want affected.

13. Hover your mouse pointer over the second instance of the Enroliment

Drop Day Date filter.
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UACCESS ANALYT[CS TRAINING Administration  Sign Out

Student Census Analysis

Criteria  Results Prompts  Advanced

4 SubjectAr... O flv P
4 [ cow- Student Records - C
» Fact Class Enrollment
3 Class Enroliment Docul
» Acadernic Organization
» Acadermic Program
» campus
» Class

» Day Enroliment Add Dat

» Day Enrollment Drop D

» Enraliment Reason
4 Enrollment Status
4 Grade

» Audit Grade

. Graria Raster
»
4 Catalog »
List All v

4 Mty Folders
» Shared Folders

I;L Horne My Roles Catalog Favorites w Dashhoards w MNew w Open w Signed InAs  stevenjs w
=B e
X ¥ m
4 Selected Columns @ %
Class Term Acadermic Level

% Subject £} i’ SubjectDescription 48§ Calalog Number 4% ¥ Course Descr4F & Academic Level Beg of Term Code £F  '5 Academic Level Beg of Term C

4 Filters % % »

T Term Description i3 prarmpted
ANDY Academic Organization Level 3 Dest is equalta/ is in Eller College of Management
ANDTAcademm Program Description is equal to fis in Eller College of Management
ANDY Enrallment Add Day Date is prompted
AND Y Enroliment Drop Day Date s equal o/ is in 01/01/800 12:00:00 AM
ORYT Drap Day Date is qreater than 02012017 120000 A & B IF 2 £

Step

Action

14.

V4

Click the Edit Filter button.

15.

Click

v

the button to the right of the Operator field.
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. EditFilter e x |
Column  Enraliment Drop Day D ;%
Operator s greater than v
isequalto/isin .
Value e ot equalto/is notin v

is less than
is greater than

[ is less than or equal to

l | Protectfq greater than or equal ta
o] Conwert 15 bEtwEEN

' is null

t is not null

t is ranked last

is ranked first

is prompted DK Cancel
is based on results of another analysis

Step

Action

16.

is prompted

Click the is prompted list item.

17.

Click the OK button.

=
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UACCESS ANALYT[CS TRAINING Administration  Sign Out

Student Census Analysis a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
Criteria | Results  Prompts  Advanced & e

4 SubjectAr... O fly » ¥ ¥ mE

4 [ cow- Student Records - C

4 Selected Columns ®@ %
» Fact Class Enraliment
» Class Enroliment Docu Class Term Acadermic Level
» Academic Organization % Subject £} i’ SubjectDescription 48§ Calalog Number 4% ¥ Course Descr4F & Academic Level Beg of Term Code £F  '5 Academic Level Beg of Term C
» Acadermic Program
» campus
» Class 3
b fm DayEnrolimentAddDat 4 Filters T % »
Day Entollment Drap D
» !‘ 4 T Term Description is prormpted
» Enroliment Reason AND Academic Organization Level 3 Dest js equalto/is in Eller College of Management
N Enrallment Status 7 ANDY Avademic Program Description is equal to fis in Eller College of Management
ANDY Enraliment Add Day Date is prompted
4 Grade AND Y Enroliment Drop Day Date s equal o/ is in 01/01/300 12:00:00 AM
» Audit Grade ORY Enroliment Drop Day Date is prompted
> Grarls Rnster M
4 Catalog >
List Al v

4 Mty Folders
» Shared Folders

javascript void{0)

Step Action

18. You have one more date-related filter available.

In this instance, you need to keep this filter from being changed by the
prompt.

This filter retains those students who have not dropped the classes
you're interested in.

You need to make sure the filter will not change.
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UAccess ANALYTICS TRAINING

Student Census Analysis Home My Roles Catalog Favorites w

Criteria  Results Prompts  Advanced

4 Subject Ar...

o flv »

X ¥ m

ra
4 [0 cow-sudentRecards-C 5 galected Columns

» Fact Class Enrollment

» Class Enroliment Docul Class

» Academic Organization % Subject £} %' SubjectDescription 48 & Calalog Number & ¥ Course Descr £3F
» Acadermic Program

» Campus

» Class

» Day Enroliment Add Dat 4 Filters

» Day Enrollment Drop D T Term Description i3 prompted

» Enroliment Reason ANDY Academic Organization Level 3 Dest js equalto/is in Eller College of Management
N Enrallment Status 7 ANDY Avademic Program Description is equal to fis in Eller College of Management
ANDY Enrolment Add Day Date is prompted
4 Grade AND Y Enrollment Drop Day Date is agualto/is in 01/01180012:0000 am # (B I 3¢ £

» Audit Grade ORY Enroliment Drop Day Date is prompted

. Graria Raster
4 Catalog »
List All v

4 Mty Folders
» Shared Folders

javascriptvoidnul)

Administration  Sign Out

Dashhoards w Mew w Qpen v Signed InAs  stevenjs w

=B e

Term Acadermic Level

£ Academic Level Beg of Term Code £F &' Academic Level Beg of Term C

T % »

Step Action

19. Click the Edit Filter button.

h

20. Click

H

the Protect Filter checkbox.

21. Click

0K

the OK button.
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UACCESS ANALYT[CS TRAINING Administration  Sign Out

Student Census Analysis a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
Criteria | Results  Prompts  Advanced & e

4 SubjectAr... O fly » ¥ 7 mE

4[] CSW-StuentRecords- G5, galected Columns @ %
» Fact Class Enraliment
» Class Enroliment Docu Class Term Acadermic Level
» Academic Organization % Subject £} i’ SubjectDescription 48§ Calalog Number &% ¥ Course Descr4F & Academic Level Beg of Term Code £F  '5 Academic Level Beg of Term C
» Acadermic Program
» campus
» Class »
b fm DayEnrolimentAddDal 4 Filters T % »
» Day Enrollment Drop D T Trm Description is prompted
» Enroliment Reason AND Academic Organization Level 3 Dest js equalto/is in Eller College of Management
N Enrallment Status n ANDTAcademm Program Description is equal to fis in Eller College of Management

ANDY Enraliment Add Day Date is prompted

b m Grade AND B2 Enroliment Drop Day Date i equal to fis in 01/011 900 12:00:00 AW
» Audit Grade ORY Enroliment Drop Day Date is prompted
> Grarls Rnster M

4 Catalog >

List All v

4 Mty Folders
» Shared Folders

Step Action

22. The filters in the analysis are now set to work properly with the
dashboard prompt.

Note the little golden key on the protected filter! The builder of this
report is the only person who has the key, so the prompt is unable to
change or affect this filter.

23. Click the Save Analysis button.

=

24.
End of Procedure.
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Creating a Dashboard Page

Creating a Dashboard Page

Procedure

You've created the Student Census Analysis and you have a copy of the associated
dashboard prompt. You've also modified the filter on the analysis to correctly work
with the prompt.

It's time to put them together on a dashboard page.

Step Action

1. Click the Dashboards link.

Dashboards «

UAccess ANALYTICS TRAINING drmiistalon S 0
Student Census Analysis a Home My Roles Catalog Favorites w Mew v Qpen v Signed In fis stevenjs v
Criteria  Results  Prompts  Advanced [
[l Most RecentiMy Dashboard - Intermediate Warkshop - Class)
4 SubjectAr... O flw » T W mm (5] by Dashboard
4 [0 cow- sudent Records - © 4 Selected Columns ¥ anDashboards Index %
» Fact Class Enrallment ¥ Awmni
» Class Enroliment Docul Class Te ¥ Auditor
» Academic Organization - . - . .. " Budget
Subject &+ % SubjectDescription 48 Catalog Number £ 5 Course Descr £ E » - fTerm C
R P — ! Decision Support Data System
, Campus Employee
¥ External Reporting
» Class
¥ Financial b
» Day Enrallment Add Dat ¥ togratodt Anatics
4 Filters k
» Day Enrallment Drap Dz b Learning k >
» Enroliment Reason T Term Description is prompted » Rem
» Enrallment Status ANDY Academic Organization Level 3 Desc is equalta/isin Eller College of Management b Research
ANDY Avademic Program Description is equal to/is in Eller College of Management » )
4 Grade * ANDY Enrollment Add Day Date is prompted Security
» Audit Grade AND B2 Enraliment Drop Day Date is equal ta 4is in 01/01/1900 12:00:00 AM ¥ Space
» Grade Roster ORY Enroliment Drop Day Date is prompted P Student
» Instruction Mode e P e
' ¥ Toolkit
4 Catalog > ¥ UA Colleges
»
List [ - UA Departments
¥ UnEIA Test
» B My Folders ¥ Ui Suppart
» shared Falders 4 Uniccess Analytics
B3 Agents
E2 Agents Status
E2 Announcements
E3 Autorated Testing
javascriptvoidirul) v
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Step Action

2. In this workshop, you will use your personal dashboard to hold the
analysis and prompt. In real life, you might very well be putting the
items on a shared department or college dashboard.

If you were putting those items on a shared dashboard page,, you
would have saved the items into an appropriate shared folder.

Given that stipulation, the general process is the same.

Click the My Dashboard list item.
| 2] My Dashboard

3. In real life, you may have already created a dashboard that you wish to
keep as-is. You'll most likely want to add another page.

Click the Page Options button.

=

4, Click the Edit Dashboard list item.
4 Edit Dashboard ‘

5. Click the Add Dashboard Page button.
6. Click the Add Dashboard Page list item.

Add Dashhoard Page
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Add Dashboard Page @ x

Page Name |

Page Description

“

OK | Cancel

Step Action

7. Enter "Intermediate Workshop" in the Page Name field.

8. You could also add a page description if you'd like. It's not mandatory,
but it can be helpful later on.

Click the OK button.

[or]

End of Procedure.

Page 87



University Analytics
& Institutional Research

Training Guide §§
Intermediate Reports & Dashboards .

Page 88



University Analytics Training Guide
& Institutional Research Intermediate Reports & Dashboards

Ay
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Procedure

You've created the new dashboard page. Now add the dashboard prompt and the
Student Census Analysis.

UAccess ANALi [1CS TRAINING Administration  Sigh Out
My Dashboard Home My Roles Catalog Favorites w Dashboards w MNew w Open w Signed InAs stevenjs v
Qverview  BagicWaorkshop  Basic Workshop - Class i iate Workshop - Class  Dashboard Standards - Overdew  Re E B & Bredew ®rn &l k| @
4 Dashboard O...
Column
Section
Alert Section
Action Link
Action Link Menu
Link or Image
Embedded Gantent
Text
Folder
4 Catalog
» My Folders
» Shared Falders
3
Nty Dashboard: Intermediate Workshop = My Dashboard: Intermediate Workshop

Step Action

1. Now you have a nice blank page from which to start.

The first thing to do is to add a couple of columns from the Dashboard
Objects pane.

Drag and drop a Column into the large blue area.

Drag and drop a second Column into the dashboard and place it to the
side - either left or right - of the first column.

Click the Column list item and drag it to the desired location.

2. Now find the analysis and prompt you need.

They're in the My Folders folder in the Catalog pane on the left side
of the screen.

Click the My Folders dropdown triangle.

b iy Folders ‘
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Step Action

3. Now open the Intermediate Workshop folder.

Click the Intermediate Workshop dropdown triangle.

b Intermediate Warkshap

4, Click the Student Census Prompt list item and drag it to the desired
location.

5. Click the Student Census Prompt list item and drag it to the desired
location.

6. You can see that when you drop the prompt or any other item into a
dashboard column, the system automatically encloses that item in a
section.

Now grab the report and put that in the right-hand section.

Click the Student Census Analysis list item and drag it to the desired

location.

7. You now have two side-by-side columns on your dashboard, each of
which contains and item you've either created or that had been created
for you.

Click the Save Dashboard button.

8. Click the Run button.
Run
9. The page looks okay!

End of Procedure.
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Editing the Dashboard Page

Procedure

You've created the basic dashboard page, and it looks fine. There are a couple of
minor changes you could make to clean it up a bit.

UAccess ANALYT[CS TRAINING Administration  Sigh Out

My Dashboard a Home My Roles Catalog Favorites w Dashboards w MNew w Open w Signed InAs stevenjs v
Overview  Basic Wiorkshop  Bagic Workshop - Clags i iate Workshop - Class D - Qvendew Data Golumns - by Test  Responsive [» 0
4 4
Make your selections and click Apply: Student Census Analysis
* Term Subject Description All Values v
Fall2017 hd Subject Subject Description Catalog Number Course Descr Freshman Sophomore Junior Senior Grand Total
* Enrollment Add Date ACCT  Accounting 200 Intro to Financial Acct 274 678 41 z 995
<= e 210 Intro to Managerial Acct ) 178 165 £l 362
250 Survey of Accounting 2 2
*Enroliment Drop Date
N 310 Cost + Managerial Acct 1 58 25 84
fe 400a Inter Financial Acct 2 94 13 109
Reset v 4008 Inter Financial Acct | 1 pal B3 85
400¢ Inter Financial Acct 2 a7 158 104
400E Intermed Acct - Bus Admin Maj 1 16 £l 25
420 Principles of Federal Taxation 2 84 86
430 Inf Qlt Assur:Mgmt Persp 2 67 69
451 Analysis Fin Statemnent 1 54 55
461 Accounting Info Systems 1 21 B5 87
4728 Acct Not-For-Profit Ents 27 22
498H Honors Thesis a 5 .
Term Description is equal to Fall 2017
and Academic Organization Level 3 Desc is equalto /is in Eller College of Management
and Academic Program Descrigtion is squal to /s in Eller College of Management
and  Enolment Drop Day Date is equal to fis in 12/314899 05:00:00 PM
Analyze - Edit - Refresh - Print - Export
Step Action
1. For example, those little arrow icons in the upper-left corner of each

column aren't needed. If you were to click either one of them, you'd
collapse the section you're looking at. That's not necessary in this case.

You can also give the Prompt area a title or instructions.

Click the Page Options button.

2. Click the Edit Dashboard list item.
4 Edit Dashboard

3. Let's start with the sections.

Hover your mouse over the section on the left. You'll see a small button
bar appear.

Click the Properties button.
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Step Action

4, Click the word Collapsible to remove that little triangle.

Click the Collapsible list item.

‘ « Collapsible

5. Run through the same steps for the Section on the right.

Click the Properties button.

6. Now format the columns. Start on the left.

Click the Properties button.

7. Click the Column Properties list item.

Column Properties... ‘

8. Expand the screen.

Click the Additional Formatting Options link.

b Additional Formatting Options ‘

9. Click the Specific Size option.
10. Enter "209%" in the Width field.
11. Click the OK button.
Ok
12. Make a similar change to the other column, setting the width at 80%.

Click the Column Properties button.

13. Now add a title to the Prompt section.

Click the Options button.

14. Click the Rename list item.

Fename...
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Step Action
15. Enter "Make your selections and click Apply" in the Rename field.
16. Click the OK button.
17. Now turn on and display the new header.
Click the Options button.
18. Click the Show Section Header list item.
Show Section Header
19. Click the Properties button again, then...
Click the Show Section Title list item.
‘ Show Section Title ‘
20. Now save your dashboard.
Click the Save Dshabord button.
21. Once you see the word "Saved", you can run the dashboard.
Click the Run button.
Run
22.

End of Procedure.
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Testing the Dashboard Page

Procedure

The prompt and analysis are on the new dashboard page. Test them to see how they

work.
UAccess ANALYTICS TRAINING AdminIstEon  Sigh Out
My Dashboard a Home My Roles Catalog Favorites w Dashboards w MNew w Open w Signed InAs stevenjs v
Overview  Basic Wiorkshop  Bagic Workshop - Clags i iate Workshop - Class D - Dweniew Data Golumns - by Test  Responsive [» e
Make your selections and click Student Census Analysis
Apply
Subject Description All Values v
*Term
Fall 2017 Subject Subject Description Catalog Number  Course Descr Freshman Sophomore Junior Senior Grand Total
ACCT  Accounting 200 Intro to Financial Acct 274 678 41 2 995
* Enrollment Add Date 210 Intro to Managerial Acct a 179 165 a 362
- 7y 250 Survey of Accounting 1 2
* Enrollment Drop Date 310 Cost + Managerial Acct 1 58 25 84
» b 4004 Inter Financial Acct 2 a4 13 109
1008 Inter Financial Acct | 1 b1 a3 85
e 400C Inter Financial Acct 2 8 15 104
400E Intermed Acct - Bus Admin Maj 1 16 ] 25
120 Principles of Federal Taxation 2 84 86
430 Inf Qlt Assur:Mgmt Persp 2 &7 69
451 Analysis Fin Statement 1 54 55
181 Accounting Info Systems 1 2 65 87
4728 Acct Not-For-Profit Ents 22 22
498H Honors Thesis 5 5
Term Description is equal to Fall 2017
and Academic Organization Level 3 Desc is equal o /is in Eller College of Management
and Academic Program Description is equalto /s in Eller College of Management
and | Enroliment Drop Day Date is equal to /is in 127311899 05:00:00 PM
Anahze -Edit - Refresh -Print - Export
Step Action

You can test the dashboard prompt to see how it works, and to make
sure it's working with the analysis.

Note that the three prompt fields all have an asterisk (*) next to the
prompt field names. Those asterisks indicate that each of the fields is a
mandatory field. If you make a change to one field, you must make a
change to all before you can click the Apply button.

Click the Term dropdown triangle.

* Term

Fall 2017

Click the Fall 2015 list item.
Fall 2015

Because you selected Fall 2015 in the Term prompt, you must enter a
date relative to that term in the Enroliment Add Date prompt field.

Enter "09/01/2015" in the Enrollment Add Date field.
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Step Action

4, Enter the same date in the Enrollment Drop Date field.

Enter "09/01/2015" in the Enrollment Drop Date field.

5. Now press the tab key on your keyboard or click out of the box to
activate the Apply button.

Press [Tab].

6. Click the Apply button.
Apphy
7. Note that the numbers in the pivot table - the results - have changed.

This analysis is now showing the count of Eller students taking classes
at Eller on September 1, 2015.
End of Procedure.
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About Analytics Agents
About Analytics Agents

What are Agents?

Agents are dynamic scheduling and delivery tools that allow you to automate your
reports, which can be delivered to you and other interested people on a schedule
or when a specific event or set of events occurs.

Agents use Devices and Delivery Profiles to help them run. A Device sets the
method by which your reports will be delivered. A Delivery Profile tells Analytics to
deliver the analysis to your device. Both of these items - Devices and Delivery
Profiles - have already been set up and enabled for you in Analytics. There is no
requirement that you create or manage these items. You simply choose whether
or not to use this part of the agent toolset.

Why Use Agents?

e Meetings. Everyone has meetings to attend. Sometimes, when you attend a
department meeting, for example, you're expected to present and discuss
information about something. That something might be data that is shown
in an Analytics report. If you occasionally forget to print out the report and
take it to your meeting, you could create an agent that would deliver the
report to you via email an hour before your meeting. Then you'd have time
to peruse the information and would be able to deliver a well-thought-out
presentation.

e Your boss. Everyone has a boss, too. If your boss requires specific
information delivered at a specific time, and if that information is available
in Analytics, why not create an agent that will deliver that information to
your boss on a set schedule? Your boss will be impressed that you know
how to do that, and she'll have the information she needs when she wants
it.

o Stuff happens. Stuff happens to everyone. If you're able to devise a report
that will show you that an event has occurred - the balance in one of your
financial accounts has fallen below a specific amount, or the GPA for a
student in your program drops below a certain value, or the paperwork for
a new employee was approved, etc. - you can create an agent that will
notify you about that occurrence.

More Information

For more information, feel free to look up "agents" in the online Analytics Help
documentation. There are at least 18 entries from which to choose.

You might also wish to download the Working with Agents: Delivering Data to
Your Desktop document from the UAccess Community.
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If you are going to be creating agents that deliver data to other people - this is

something that can be done! - you should also download the UAIR Policy on
Dynamic Agents.

University Analytics
& Institutional Research
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Creating an Agent

Creating an Agent to Deliver the Summary PCard Analysis

Procedure

You have placed the Student Census Analysis and a dashboard prompt on a new
dashboard page.

Remember, however, that you've also created a Summary PCard Analysis, which you
will presumably want to use in some fashion. Why not have that analysis delivered to
you via email each month?

You can create an agent to make that happen!

UAccess ANALYTICS TRAINING dminiteation 8ign Ous
Summary PCard Analysis A Home My Roles Catalog Favorites w Dashboards v Mew v Open v Signed InAs  stevenjs v
Criteria = Results Prompts  Advanced H I’—’" o
ASubjectar.. O flv ¥ [Hw v By B9 by 298 mh B H ch | &
P KFS - PCatd Compound Layout
b fm PCard Measures W s X
4 PCard Details Summary PCard Analysis
b fim Pard Holder Detalls et
b fim PCard Level 3 Data A m /S X
» PCard Transactions " "
Acct No PCard Cardholder Alt Cardholder M-DI'!thN Spend M.ﬂl'!lhw Trans Transactions p.Et ﬂ' Spend Percent Transaction
» PCard Vendars No Limit Limit Tatal Limit Count
b B Orsanizaton- Poard He 1141700 4430 PLANSUPINSTRSRCH Angela 25000 50 003,07 3% 10.0% 4
Baldasare
» im Organization - Transact 144020 9697 FASTJE, PATTI E 25000 999 93,00 040%  11% 1
b i Account 1144030 3058  COMPUTING, STUDENT  Mary T 35000 300 83876 240%  83% 10
» Default Acsount -, Barleycorn
D 1144050 6130  ZAVALA, CATHERINE - 10000 20 38008 300%  43% 2
4 Catalog > 1182500 0273 INSTRSRCH,UA Henry Childers 25000 50 1,265.50 502%  13.9% 8
ANALYTICS
List Al v
1192600 1018  WILSON,KIMBERLY - 30000 250 441 56 314%  10.4% 2
4 My Falders 2107 LLOYD, CARLA - 50000 300 80208 160%  B.0% &
» m Sharad Foiders 6674  PASEWARK,CARISSA - 40000 250 153.90 na% 1% 4
9033 SWANSON, SARAH o 50000 200 3521.94 T24%  40.0% 3
2115180 3322  BALDASARE, ANGELA - 5000 30 1618 092%  05% 2
Grand Total 9,052.03 28.62% 100.0% 2
4 Views oy & 14>
.
Title [a # X
f— Organization-Code is equal to 9507, 9940, 2517, 9305, e
T Fiters B
. F Selection Steps
258 Pivot Table e

wish to be delivered on your screen. Make sure you're looking at the
Results tab.

Click the Schedule button.
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Step Action

2. You're now looking at the seven tabs that make up the agent screen. In
the upper left corner, you can see that this is an Untitled Agent. You
haven't saved it yet.

Across the top of the screen is an Overview section. It shows a brief
synopsis of the contents of the seven tabs immediately below the
section.

On the General tab, you can see the default settings of Normal
Priority and that the agent will Use Agent Owner's Credentials to
run the report.

3. Click the Schedule tab.
Schedule
4, Setting up the schedule is very similar to the method for adding an

appointment to your online calendar.
The agent is Enabled by default.
How often should this agent run? What's the frequency?

Click the Frequency dropdown triangle.

Frequency Mever

UAccess ANALYTICS TRAINING Adrinistraon — Sign Out
Untitled Agent a Home My Roles Catalog Favorites w Dashboards v MNew v Open v Signed InAs stevenjs v
4 Overview Delivers Agent | £ @
General MNormal Priority, Use Agent Owner's Cradentials Recipients Specific recipients
Schedule NotScheduled Destinations Home Page and Dashboard, Devices in active Delivery Profile
Condition Summary PCard Analysis Actions IT Condition True: snone selected=
Nalhmnr Cantant JPrAr anabisis If Candifinn Falaa: <nnne 2alactats e
General Schedule = Condition Delivery Content  Recipients  Destinalions  Aclions
When do youwant the Agent to be scheduled to run?
Enabled
Frequency Never -
Never
Start |0 07:00) Arizona

Daily
Re-run Agent Every eokly

Undil (GMT-07:00) Arizona
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Action

5.

Since the analysis was designed to show data for the previous month,
that would suggest the report should be delivered monthly.

Click the Monthly list item.

okl

UACCESS ANALYT[CS TRAINING Administration  Sign Out

Untitled Agent a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
4 Ovenview Delivers agent ) & & o
General Mormal Priority, Use Agent Owner's Credentials Recipients Specific recipients
Schedule Mot Scheduled Destinations Home Page and Dashboard, Devices in active Delivery Prafile
Condition Summary PCard Analysis Actions If Condition True: <snone selected=
Nalhmne Cantant (i i «Prard dnahisia It Anndifinn Falea” snnne salartar= e

General Schedule | Condition  Delivery Content  Recipients  Destinations  Actions

Wihen do you want the Agent to be scheduled to run?

Re-run Agent Every Minutes

Enabled ¥/
Frequency Manthly v
on 5 Gst v Sunday - of January February arch
April hay June
Day July August September
October MNovember December

Start  0630/2017 01:17:00 PM ﬁ‘e (GMT-07:00) Arizona

Until (GMT-07.00) Arizona

End & o end date () Selectend date

Step

Action

You could have the system deliver the report on a specific day, such as
the first Sunday or the third Tuesday.

A suggestion would be to have the agent deliver the report on a
specified date each month; perhaps the 8th day.

Click the Day option.
Cray

Click the Day dropdown triangle.

o Day1l w

Click the 8 list item.

=

Page 101



Training Guide
Intermediate Reports & Dashboards

University Analytics
& Institutional Research

A

UAccess ANALYTICS TRAINING

Untitled Agent A Hore  MyRoles
4 Overview
General Mormal Priority, Use Agent Owner's Credentials
Schedule NotScheduled
Condition Summary FCard Analysis
Nalhmnr Cantant (i i

¢ Prard Anahsiz

General Schedule | Condition  Delivery Content  Recipients  Destinations  Actions

Wihen do you want the Agent to be scheduled to run?

Enabled ¥/
Frequency Manthly v
On of ¥ January February March
) April May June
® Days w July August Septernber
October Movemnber December

Start  0630/2017 01:17:00 PM ﬁ‘e (GMT-07:00) Arizona

Re-run Agent Every Minutes
Until (GMT-07.00) Arizona

End & o end date () Selectend date

Catalog Favorites w

Administration  Sign Out

Dashhoards w Mew w Qpen v Signed InAs  stevenjs w
Delivers agent ) & & 7]
Recipients Specific recipients
Destinations Home Page and Dashboard, Devices in active Delivery Profile
Actions If Condition True: <none selected~

It "nnditinn Falea snnne salaras

Step Action
9. You'll want the report delivered every month. Check all twelve
checkboxes.

Click the month checkbox.

10. Most people prefer to have the analysis delivered in the morning. You'll
have to change the time in the Start field.

Click the Select Date and Time button.

Start  06/30/2017 01:17:00 P

11. You can ignore the calendar part of the screen. Just change the time
field to your preferred delivery time.

Click the Time Control button.

L

Be sure you select either AM or PM, as appropriate.

12. Click the OK button.
0K

13. Click the Condition tab.

Zondition
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14. The condition tab is already set up for you. The only condition you can
determine here is how many rows do you want available in the analysis
before the system delivers the report.
So long as the report has at least one row of data, it will be delivered.
Click the Delivery Content tab.
Delivery Content
15. You'll need to make a couple of changes here. First, type in the subject
line of the email message.
You could also select a different format for delivery, but most people
prefer the Device Default of HTML. That means the delivered report will
look just like it does in Analytics.
Enter "Summary PCard Analysis" in the Subject field.
16. Click the Recipients tab.
Fecipients
17. You're already set up as the only recipient. In this case, because the
analysis lives in your personal folder, you're the only possible recipient
of this report.
Click the Destinations tab.
Destinations
18. The options here will determine where the report will be delivered.

Home Page and Dashboard put the appropriate links in those places, as
seen here in the book.

If you select only Active Delivery Profile, the agent will deliver the
analysis to your default, pre-determine email address.

It's now time to save the agent.
Note: It may take up to two minutes for the system to save the agent.
You don't need to click anything else on the screen to try to make it run

faster.

Click the Save This Agent button.

e
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Untitled Agent

Save Agent
"

Folders [

4 hty Falders

Specify where this Agent will be delivered » Subject Area Cor

Harme Page and Daghig » =) My Dashboard

Devices
Agent:
Active Delivery Profile 4 gents
Specific Devices (wil » Conditional &
Email
Fager » [Scheduled Al
Digital Phone
Handheld Device » i BasicWorkshop
» Budget
» Callege Admin Te
» Dashhoard Prom
» Drafts
» DsDs

Horme My Roles

Catalog Favorites w Dashboards w

@ x !
2
Save In
My FoldersiAgents/Scheduled Agents v P Ev
12 Analytics Performance - Daily Data Load &
& Analtics Performance - Dally Data Load Completion &
& Analytics Perfarmance - Dashboards - University &
& Analytics Performance - Today's Expensive Analyses (&
& Anaivtics Recap - Holiday Special Usage &
& Anaivtics Weekly Recap - Pillars &
& Anaytics Weekly Recap - Spesd &
»
Name
Lintitled|
Description

OK | Cancel

Administration  Sion Out

Meww  Openw  SionedinAs stevenjs v

Step Action

19.

Drill down to the proper folder, then give the agent a name.

Enter "Jean Luc PCard" in the field.

20.

You might also consider adding some descriptive text.

Enter "Delivering the Summary PCard Analysis on the 8th day of
each month." in the Description field.
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javascript void{0)

Save Agent 9 x !
Folders E- g Saeln
My FoldersiAgents/Scheduled Agents YR E
4 fm MyFolders LB
» Subject Area Cor 12 Analytics Performance - Daily Data Load &
» [E= MyDashboard & Analtics Performance - Dally Data Load Completion &
4 Agents & Analytics Perfarmance - Dashboards - University &
» Conditional & & Analytics Performance - Today's Expensive Analyses (&
» Scheduled &1 | & Analytics Recap - Holiday Special Usage &
» Basic Workshop & Analiics Weekly Recan - Pillars &
» Budget & Anaytics Weekly Recap - Spesd & .
» Callege Admin Te »
» Dashboard Prore  Name
Jean Luc PCard
¢ pras Description
» DsSDS . Delivering the Summary PCard Analysis on the 8th day of each
month
»
OK | Cancel

Step

Action

21.

Click the OK button.
0K

22.

Once the agent has been saved, the Run Agent Now button will be
activated. You can test your agent!

Click the Run Agent Now button.

&

23.

As soon as report has run, it will be delivered.
Click the OK button.

0K

24.

Since the report was delivered to my Desktop, I can readily see the
results.

Click the Alerts button.
2

25.

Click the Summary PCard Analysis list item.

26.

The analysis looks just the way it did in Analytics. Very good!
Click the Clear Alert button.

Clear Alert
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27. Close the Alerts screen.
Click the OK button.
0K
28. Good job!

End of Procedure.
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Workshop Review - Intermediate Reports and Dashboards

Workshop Review - Intermediate Reports and Dashboards

1. True False The only way to copy an analysis is to open it and save it into
a new folder.

2. One way to add totals or subtotals to an analysis is to edit the table or pivot
table. You can add the totals or subtotals on the pane.

3. True False The only reason to use pivot tables is for the pivoting.

4. In order to add SQL coding to a data column, you must start on the
tab.

5. Variables can help filter an analysis so that it always displays data from the
previous business day or the previous term, or some other relative value. Where
can you find a list of variables?

6. When adding a new view, you can use the New View button at the top of the
pane or the button in the

pane.

7. True False Hiding a data column and excluding a data column have
exactly the same effect on the analysis.

8. True False Dashboard prompts are static filtering tools.

9. An agent can deliver an analysis to you in several different ways. If you have
the agent deliver the analysis to you via email, what are two examples (two
formats) of how that data might be delivered?
and

10. True Yes This was fun.
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Saving

the Filter

Procedure

Sometimes, you'll want to save the filter you've built separately from the analysis.

Step

Action

Click the Criteria tab.

Criteria

There are three buttons on the far right end of the Filters bar.

Click the More Options button.
>

4 Subject

avascriptivaidinul)

UAccess ANALYTICS TRAINING

Student Census Analysis a

4[]} ©EW- Student Records - ©

Home  MyRoles  Catalog  Favorles w  Dashboards w  Meww  Openw

Criteria  Results  Prompts  Advanced

Are. O tlw ¥

X ¥ m

4 Selected Columns

» Fact Class Enrallment
» Class Enroliment Docul Class Term Academic Leve|
» Academic Organization § subject £ § subject Description &8 B Catalog Number £ E Course Descr &% § Academic Level Bag of Term Code £F
» Academic Program
» Campus
» Class
» Day Enraliment Add Dat 4 Filters |2} Save Filters
' Day Enroliment Dron D3 T Term Description is equal to iz in Spring 2017
» Enroliment Reason ANDY Academic Organization Level 3 Dest is equalta/is in Eller College of Managemert
» Enrollmant Status N ANDY Academic Program Description is squal to /is In Eller Collage of Managerent
ANDY Enrallment Add Day Date is less than or equal ta 02/01/2017 12:00:00 Abt
» Grade AND G Enrollment Drop Day Date is equal to /is in 01/01/1900 12:00:00 Ak
» Audit Grade ORY Enroliment Drop Day Date i greater than 02/01/2017 12:00:00 AW
» Grada Rnster . T
4 Catalog >
List All v
» My Falders

4 Shared Folders

Administration  Sign Out

Sighed IhAs  stevenjs v

£ Academic Level Beg of Term C

1pAdd EVALUATE_PREDICATE Function

= @

»

Step

Action

3.

Click the Save Filters list item.

I=! Save Filters
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Step Action

4, The filter will automatically be saved in your own personal folder, in a
subfolder with the same name as the name of the Subject Area you
used to create the analysis and filter.

Enter "Student Census Filter" in the Name field.

5. Note: In most cases, you will probably want to remove the checkmark
from the Replace box in the lower left corner of the Save As screen.
Leaving the box checked would replace your filter with a reference to
the saved filter, which will reside in the folder noted previously. Most
often, you will wish to have the copy of the filter reside in the folder
and leave the original in the analysis.

Click the Replace checkbox.

6. Click the OK button.
OK
7. If you look in the Catalog pane in the lower left corner of the screen,

you will find your saved filter.

Saved filters can be used in other analyses, but only when they come
from the same Subject Area as the filter.

Double-click the My Folders list item.

[ hy Folders

8. Click the CSW - Student Records - Class Enroliment dropdown
triangle.
b C5Wy - Student Reco
9. To use the filter, simply double-click the filter or select the filter and

click the Add Filter button.

Double-click the Student Census Filter list item.
Y [student Census Filter
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& Apply Saved Filter @ X i
Filter Location
My

Area Contents/Student Census Filter

. Contents of Filter

Y Term Description js equalta/is in Spring 2017
ANDY Academic Organization Level 3 Desc js equal ta/is in Eller College of Management
ANDY Academic Program Description s squaltn/is In Eller College of Managerment
ANDT Enroliment Add Day Date is less than or equal to 02001/2017 12:00:00 AW
AND  Z Enroliment Drop Day Date is equal to /is in 01/01/1900 12:00:00 AM

ORT Enroliment Drop Day Date ig greaterthan 0201/2017 12:00:00 AM

Filter Options
Choose one o more of the following options to control how the filter should be applied to the analysis.
Clear all existing filters before applying

Apply contents of filker instead of a reference to the filter -

OK | Cancel

Step

Action

10.

The Apply Saved Filter screen shows you where the filter is stored,
what the filter contains, and gives you options for applying the filter.

Click the Cancel button.

Cancel

11.

Click the Results tab.

Results

12.

End of Procedure.
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SQL Examples
SQL Examples

The following SQL examples are for illustration purposes only. You should
examine the online Analytics Help documentation for further, more precise
information. There are also many more situations where other types and cases of
SQL code might come in handy. Those situations are beyond the scope of this
simple document.

CASE (If)

The CASE statement evaluates each WHEN condition and, if satisfied, assigns the
value in the corresponding THEN expression.

If none of the WHEN conditions are satisfied, it assigns the default value specified
in the ELSE expression. If no ELSE expression is specified, the system
automatically adds an ELSE NULL.

Example 1 (desighed to change the values displayed in the analysis):

CASE

WHEN "- Demographics"."Veteran Flag" =Y
THEN ‘Veteran’

ELSE ‘NonVet’

END

e CASE starts the statement. Must be followed by one or more WHEN and
THEN statements, an optional ELSE statement, and the END keyword

e WHEN specifies the condition to be satisfied

e THEN specifies the value to assign if the corresponding WHEN expression is
satisfied

ELSE specifies the value to assign if none of the WHEN conditions are
satisfied. If omitted, ELSE NULL is assumed

e END ends the statement

Example 2 (designed for filtering purposes):

CASE

WHEN "Table Name"."Column Name" = 'desired value'
THEN 1

ELSE O

END

This particular case statement is useful when trying to limit values from a
particular data column, and a more standard filter just isn't working for you. Once
you have the case statement in place, create a filter for the data column, then
filter to either "1" or "0" to get your desired results.
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CAST

This function changes the data type of an expression or a null literal to another
data type.

For example, you can cast numeric text in an imported My Analytics List as an
INTEGER (no decimal places) or DOUBLE PRECISION (decimal places) so that you
can perform mathematical functions.

Commonly used data types: CHARACTER or CHAR, INTEGER or INT, DOUBLE
PRECISION, DATE, TIME, TIMESTAMP

Example: CAST (“My Analytics List”.”Anniversary Date”) AS DATE

IFNULL

This function tests if an expression evaluates to a null value, and if it does,
assigns the specified value to the expression. You can use this to populate a cell
in an analysis even if the underlying data doesn’t exist. The last value in the
parentheses is what will be placed in the otherwise empty cell.

Examples:

IFNULL("*Measures”.”Amount”, 0) - returns a zero (0) rather than a blank cell
IFNULL("Student”.”Middle Name”, ‘"NMN") - returns NMN rather than a blank cell
for those people who have no middle name

ROUND
This function rounds a NUMERIC EXPRESSION to n DIGITS of precision.

For example, you may average all of the GPAs for a particular set of students.
That average may give you a humber with more than three decimal places.
Therefore, you could round that average to return just three decimal places.

Example: ROUND(AVG("Measures"."GPA"), 3)
e NUMERIC EXPRESSION is any column that evaluates to a humeric value
e INTEGER (or digit) is any positive integer that represents the number of
digits of precision
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Designing Effective Graphs
Designing Effective Graphs

Seven commong quantitative relationships in graphs and how to display them. !

Time Series
Expresses the rise and fall of values through
time.

e Use lines to emphasize overall pattern

e Use bars to emphasize individual
values

e Use points connected by lines to
slightly emphasize individual values
while still highlighting the overall
pattern

e Always place time on the horizontal
axis

Part-to-Whole
Expresses the portion of each part relative to
the whole

e Use bars only (horizontal or vertical)

e Use stacked bars only when you must
display measures of the whole as well
as the parts

Ranking
Expresses values in order by size.

Use bars only (horizontal or vertical)
To highlight high values, sort in
descending order

e To highlight low values, sort in
ascending order

2003 Sales

3,500 /

3.000 A T~
2500
2.000

1,500

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec

Regional % of Tolal Expenses
BE%

0%
5%
20%
15%
10%

5%

o
West Easl Morth Soulh

Headcount
Manufactunng I
Sales I
Engneerng [INGNGNGN
Operations [N
Finance [N
Infa Systerrs [N
Legal [ ]
Markebng n

a 50 100 150 200 250

Show Me the Numbers: Designing Tables and Graphs to Enlighten.

Few, Stephen. 2004. Oakland, CA: Analytics Press
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Distribution
Expresses a range of values as well as the
shape of the distribution across that range.

Single Distribution:

e Use vertical bars to emphasize
individual values

e Use lines to emphasize the overall
shape

Multiple Distributions:

the range (for example, 90% of the
values)

median)

e Use vertical or horizontal bars (a.k.a.
range bars or boxes) to encode the full
range from the low value to the high
value, or some meaningful portion of

e Use points or lines together to encode
measures or center (for example, the

8000

5,000

3,000

1.000

Order Count by Order Sue

l . _—
=

« 310 »= §10 = 520 »= §30 - $40
& £ & a
< 520 «$% < $40 < $50
Salary Ranges

P —
I I I I B
i Gy

Nominal Comparison

Simply expresses the comparative sizes of
multiple related but discrete values in no
particular order.

e Use bars only (horizontal or vertical)

6,000

5,000

4,000

3,000

2,000

1,000

Morth East

Q12003 Calls by Region

South West
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Deviation
Expresses how and the degree to which one or
imore things differ from another.

e Use lines to emphasize the overall
pattern only when displaying deviation
and time-series
relationships together
Use points connected by lines to
slightly emphasize individual data
points while also highlighting the
overall pattern when displaying
deviation and time-series relationships
together

e Use bars to emphasize individual
values, but limit to vertical bars when
a time-series relationship is included

e Always include a reference line to
compare the measures of deviation
against

+10 7

in

Actual to Plan Variance

Markeling

Sakes Systems HR Finance

Correlation
Expresses how two paired sets of values vary
in relation to one another.

e Use points and a trend line in the form
of a scatter plot.

0

Correlation of Employes Heighta and Salaries

20,000 40,000 &0.000 80,000 100,000
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Dashboard Prompt Options

Dashboard Prompt Options
What Types of User Input Options Can I Use With a Dashboard Prompt?

As you create your prompt, you must specify the prompt's user interface
component. This enables the user to enter a prompt value on the dashboard
page. You can select from several user input options. The Radio Button and Text
Field options allow the user to specify only one prompt value. The Check Boxes,
Choice List, and List Box options allow the user to select either one or multiple
prompt values. The Slider option enables the user to select multiple values by
specifying a range of values, or all values that are lesser than or greater than a
specified value (for example, include everything equal to 200 and greater). Note
that the input option types that are available depend upon the column type that
you are working with. The following sections provide information about each input
option.

Check Boxes

The Check Boxes input option provides the user with a visible list of all prompt
values where a checkbox displays before each value item. This input option is
suitable for a prompt that contains a smaller set of data. This user input type
automatically enables the user to select one or more prompt values. To select a
specific prompt value, the user scans the list and clicks the box that corresponds
to a particular item.

Note: The List Box input option (below) is suitable for a prompt that contains a
larger set of data.

Choice List

The Choice List input option provides the user with a collapsed list of all prompt
values. This option is useful for a long list of values where you want to provide the
user with the ability to search for a specific value. You can set up this user input
type to accept only one prompt value or multiple prompt values.

This input option provides a field and list that, when the user clicks the down-
arrow button, expands and contains a list of all prompt values. To select a specific
prompt value from the expanded list, the user scrolls through the list (or searches
the list) and clicks the box that corresponds to a particular value.

List Box

The List Box input option provides the user with a visible list of all prompt values.
This input option is suitable for a prompt that contains a large set of data. You can
set up this user input type to allow the user to select only one prompt value or
multiple prompt values by using Ctrl+ click or Shift+ click.

To select a specific prompt value, the user scans the list and selects the prompt
value name (for example, College of Medicine), similar to how a user would click a
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hyperlink. The List Box option is very similar to the Check Boxes option, but the
List Box option does not include a box before each value item.

Note: The Check Boxes input option (above) is suitable for a prompt that
contains a smaller set of data.

Radio Buttons

The Radio Buttons input option provides the user with a visible list of all prompt
values where a Radio Button is displayed before each prompt value. This option
type is useful for short lists of values where the user is to select only one prompt
value. To select a prompt value, the user scans the list and selects the radio
button that corresponds to a particular item.

Slider

You can use the Slider input option for numeric data values only. Depending upon
the operator that you select, this option enables the user to select multiple values
by specifying a range of values, or all values that are lesser than, greater than, or
equal to a specified value. You select the Slider option to provide the user with a
number line representation of the range of prompt values. The number line
displays the prompt values in a range, for example 10,000 to 20,000. To select a
prompt value, the user can either click a value on the number line or click and
drag the thumb to select the desired value. A spinner box is also provided with up
and down-arrow buttons that the user can click to select the desired value. If you
selected the Slider option and the is between operator for the prompt, then the
user can click and drag two thumbs to select the desired range of values for the
prompt. Two spinner boxes are provided where you can either type or use the up
and down-arrow buttons to specify a range of values.

Text Field

The Text Field input option provides the users with a field into which they can
type a specific prompt value. You cannot use this option for multiple prompt
values. Only the field and the field label display for this option. This option is
useful in instances where the user knows the prompt value and does not have to
search for it, or for prompts with numeric values. Note that the prompt value that
you enter must match the column's value. For example, if a column's data values
include EDUCATION (in all capital letters), then the user must type EDUCATION
into the text field. Numeric values cannot contain commas.
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You've created the Student Census Analysis and have modified it to work with a
dashboard prompt.

It's time to create the dashboard prompt.

UAccess ANALYTICS TRAINING
Student Census Analysis a
Criteria  Results = Prompts  Advanced
4 SubjectAr.. O flw » Hv v o v & O
4[] C5W- Student Records- ¢S, Compound Layout
» Fact Class Enrallment
» Class Enroliment Docul Student Census Analysis
» Academic Organization
» Academic Program
Subject Description Al Values
» Campus
» Class Subject Subject Description
» Day Enrallment Add Dat ACCT  Accounting
» Day Enrallment Drop De
» Enroliment Reason
» Enrollment Status =
»
4 Catalog >
List All v
Basic Workshap
Budget
College Admin Test
4 »
4 Views low # 11  ACCTTotal
- BCOM  Business Communications
T Fitters .
e ¥ Selection Steps
=55 Pivot Table e

Home
29

Ils »

v

Catalog Number

My Roles

Catalog  Favorites w

Course Descr

Intro to Financial Acct
Intro to Managerial Acct
Survey of Accounting
Cost + Managerial Acct
Inter Financial Acct

Inter Financial Acct

Inter Financial Acct
Principles of Federal Taxation
Inf QIt Assur:Mgmt Persp
Analysis Fin Statement
Accounting Info Systems

Honors Thesis

Fundamentals of Bus Comm

Dashboards w

El

[

Freshman Sophomore

50 281
1 474
1

1

3

1 [
52 763
408

Administration  Sign Out
Mew w Open w Sianed In A5 stevenjs v
= @

ZARP

M m S X
Junior  Senior  Grand Total
49 3 383
200 ) 684
1
24 52 77
63 23 a9
45 41 86
89 14 10
3 B4 67
1 80 81
98 98
44 40 a4
2 2
449 223 1487
204 14 624

Step

Action

1.

Click the New link.

Mew w

Click the Dashboard Prompt list item.

o
o
o'

Dashboard Promat

Scroll down through the list of subject areas until you locate the subject

area used to create the analysis.

Click the CSW - Student Records - Class Enrollment list item.

CEW - Student Records - Class Enrolliment
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Step Action

4, This is the Dashboard Prompt edit screen. The Definition pane is at
the top and the Display pane is at the bottom.

There is a small button bar on top of the right side of the Definition
pane.

Click the New Prompt (green + sign) button.

T‘

5. Click the Column Prompt list item.

Column Prompt... |

6. Scroll down through the Select Column window to find the Term table.

Double-click the Term list item.

2 Term

7. Click the Term Description list item.

E Term Description

8. Click the OK button.
OK
9. The fields for a basic prompt are already filled out for you. You can

make changes if you wish, and can add some options.

Click the Options dropdown triangle.
‘ p Options ‘

10. Click the Choice List Values dropdown button to activate the menu.
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Untitled

New Prompt:

Prompt For Column
Add prompts for users when they run this analysis
Label

Prompt Lahel Description

Operator

4 Optiens

General = More

Choice List Values

Harme

is equal to fis in

User Input  Choice List

Administration  Sion Out

My Roles Catalog Favorites w Dashboards w MNew w Open w Signed In As  stevenjs v
9 x
“Term""Term Descriptic 7
Termn Description
Custom Label
gscription Required New Column

All Column Values

T Taes oo e
Page Auto il :?:IEAvaMable value
Default selection Hone o
Set avariable None A
OK Cancel
Step Action
11. Click the SQL Results list item.
SoL Results
12. The text that is automatically entered by the system in the SQL Results

or later.

information properly.

Results field.

text field is okay as far as it goes. What the code is telling the system is
that the user is going to select a value from the Term Description list.
You can add some additional coding text to restrict the list to Fall 2010

SQL coding can be very particular about syntax, so be sure to enter this

Enter "WHERE "Term"."Term Code" >= 2104 END" in the SQL
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New Prompt: @ x

Prompt For Column  *Term"Term Descriptic 7,
Label  Term Description

Custom Label
Description

operator s equal to /is in v

User Input  Choice List v

4 Options

General = More

Choice ListValues o\ b 4o v

Enter a SQL staterment to generate the list of values
SELECT "Term" Term Diescription” FROM "CSit -

Studert Records - Class Enralment” WHERE
Term'.*Term Code" == 2104 END

(@ Runtime search results are notlimited to SOL result
Include "All Column Values" chaice in the list
¥ Enable userto select mulliple values
#| Enahble userto type values
Reguire user input
autorm © Mone
First Available Value

Default selection |

Set avariable Mone v

OK | Cancel

Step Action

13. You only want to let the user select one term at a time, so uncheck this
box.

Click the Enable user to select multiple values checkbox.
| #| Enable userto select multiple values

14. You always want the user to make an entry in this prompt field.

Click the Require user input checkbox.
| Fequire user input

15. The default selection is "blank." You can set the prompt to always
select the current term.

Click the Default selection dropdown button to activate the menu.

Page 124



University Analytics
& Institutional Research

Training Guide

Intermediate Reports & Dashboards

@
Administration  Sion Out
Untitled New Prompt: @ X |boards v Mew Open w Signed In &S stevenjs v
Prompt For Column  “Term" "Term Descriptic ;.
Label  Term Description
Add prompts for users when they run this analysis Custorn Label
Description
Prompt Lahel Eription Required New Column
Operator s equalto /is in v
User Input - Choice List v
4 Options
General = More
ChoiceListvalues oo poono -

Page

Default selection

Set avariable

Entar a SOL statement to generate the list of values.
SELECT "Term" "Term Description” FROM "CStA -

Studert Records - Class Enralmert” WHERE
Term".*Term Code” == 2104 END

@ Runtime search results are not limited to SQL result
Include "All Column Yalues® choice in the list
Enable userto select multiple values

#| Enable user o type values
#| Require uger input

Autofil  © Hone
First Available Value
Mong v
ore
pecific Yale

erishle Expressian

L Resuits

OK  Cancel

Step Action

16. Click the Server Variable list item.

17. You can use variables here, too.

Enter "UA_CUR_TERM" in the Default Selection field.
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New Prompt: @ x b

Prompt For Column  “Term" "Term Descriptic ;.

Label  Term Description

Gustom Label
Description

Er

Operator s equalto /is in v

User Input - Choice List v

4 Options

General = More

Choice List Values o oo v

Entar a SOL statement to generate the list of values.

SELECT "Term" "Term Description” FROM "CStA -
Sludan fecords - Class EUrAmE\’I\r‘IBém”WHERE

Term" "Term Cads” == 21

@ Runtime search results are not limited to SQL result
Include "All Column Yalues® choice in the list
Enable userto select multiple values

#| Enable user o type values
#| Require uger input

Autofil  © Hone
First Available Value
Default selection ¢, varisie v
UA_CUR_TERM
Set avariable nlone v

OK | Cancel

javascript void{0)

Step Action

18. Click the OK button.
0K

19. Click the Save Prompt button.
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Save As 9 %
Folders E- g Saeln
b mE Eller . My Foldersfntermediate Workshon v W
» B Employee Analys & Basic PCard Analysis
’ Financial Analyse & Basic Student Analysis
» Intermediate Wa =
& Student Census Analysis
» Intermediate War -
5 Student Census Prompt
b W Leaming Analyse -
) My Anaics Anar < & Summary PCard Analysis
b i R
» Research Analys
) W Responsive Date
» Sample Analyzses  Name
Unitied
y O Space dnalyses L on
» Statistics -
»
OK | Cancel
Step Action
20. Save your new prompt in the Intermediate Workshop folder.

Click the Intermediate Workshop list item.

3 Intermediate Wi
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Administration  Sign Out
Untitled Haorme My Roles Catalog Favortes w Dashboards v Mew Open w Signed In &S stevenjs v
#qd prompts for users when they run this analysis
Save As 9 %
Prompt Lahel Folders . Save In Required New Column
» mE Eller . My Foldersfntermediate Workshon v W
» B Employee Analys & Basic PCard Analysis
’ Financial Analyse & Basic Student Analysis
» Intermediate Wa =
& Student Census Analysis
» Intermediate Wor
iZ Student Census Prampt
b W Leaming Analyse -
) My Anaics Anar < & Summary PCard Analysis
b i R
» Research Analys
) W Responsive Date
» Sample Analyzses  Name
) W Space Analyses y
Description
» Statistics -
Page »
v OK | Cancel
Apply v
Step Action
n n o .
21. Enter "Student Census Prompt" in the Name field.
22. You can also provide some descriptive information, if you wish.
n —_ "o H H ]
Enter "Term = (Current Term)" in the Description field.
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javascript void{0)

Save As

Folders [l + |
» Eller -
Employee Analys
Financial Analyse
[intermediate Wa
Intermediate Wor

Learning Analyse

RCM

Research Analys
Responsive Date
Sample Analyses

Space Analyses

Statistics

»

My Analtics Anal

Save In

iy Foldersintermediate Workshop
& Basic PCard Analysis
& Basic Student Analysis
& Student Census Analysis
iZ Student Census Prampt

& Summary PCard Analysis

Name
Student Census Prompt

Description

. Term =(Current Termj|

m
3

B
<

OK | Cancel

Step

Action

23.

Click the OK button.
0K

24.

End of Procedure.

That's the first of three prompts.
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Enrollment Add Day Date Prompt

Procedure

Now add a prompt for the Enrollment Add Date.

UAccess ANALYT[CS TRAINING Administration  Sigh Out
Student Census Prompt a Home My Roles Catalog Favorites w Dashboards w MNew w Open w Signed InAs stevenjs v
& @

4 Definition
Add prompts for users when they run this analysis.
B @ENEA
Prompt Label Type Prompt For Description Required New Column
Page 1 Page

Termn Description Columnvalue  Termn Description 14

4 Display

Page 1,/
* Term Description  Summer 2017

Apply | Reset w

Step Action

1. Click the New Prompt button.
.U:i
2. Click the Column Prompt list item.

Column Prompt... ‘

3. Double-click the Day Enrollment Add Date list item.
b Cay Enrollment Add Date

4, Click the Enrollmnt Add Day Date list item.
2 Enrollment Add Day Date
5. Click the OK button.
OK
6. This prompt should help you to capture students who have added

classes on or before the specified date.

Click the Operator dropdown button to activate the menu.
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Student Census Prompt

Add prompts for users when they run this analysis

Prompt Label

Page

Apphy v

Home

My Roles Catalog Favarites w Dashboards w MNew w

Tume: Pramnt Ear Description  Required

"Day Enrallment Add D:
Default E"'e

Enroliment Add Day Date

[ Custom Label

s ecualto Jis in v

Prompt User
5 ranked Iast

s ranked first

s ecal o /is in

b5 it ecuslto fis not in

Administration  Sign Out

Open v Signed I As  stevenjs v

Hew Column

Step Action

7. Click the is less than

or equal to list item.
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New Prompt: 9 x

Prompt For Column  "Day Enroliment Add D ;
Time Zone  Default g

Label  Enrollment Add Day Date

Custom Label
Description

Operator s less than or equal to A

User Input  Calendsr v

) Options

OK  Cancel

Step Action
8. Click the Options dropdown triangle.
p Options
9. Make this a mandatory field for anyone who uses the prompt.
Click the Require user input checkbox.
Feguire user input
10. Click the OK button.
OK
11. You've made a change to the original prompt you saved when you
created it. You need to add some info to the description field.
Click the Save As button.
12. Enter "Enrollment Add Date <= (blank)" in the Description field.
13. Click the OK button.

OK
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Step Action

14. You used the Save As button, so you're going to have to overwrite the
original prompt. That's perfect.

Click the OK button.

o]

15. That's the second of three prompts.
End of Procedure.
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Procedure

Add one last prompt to exclude students who've dropped classes after the specified

date.
UAccess ANALYTICS TRAINING dnisson  Sian o
Student Census Prompt a Home My Roles Catalog Favorites w Dashboards v Mew v Qpen v Signed In fis stevenjs v
R e
4 Definition
Add prompts for users when they run this analysis
B @msNDE s
Prompt Lahel Type Prompt For Description Required New Column
Page 1 Page
Term Description Column value Term Description &
Enraliment Add Day Date Column valug Enroliment Add Day Date 4
4 Display
Page 1,/
* Term Description  Summer 2017 v
* Enroliment Add Day Date <= e
Reset v
Step Action
1. Click the New Prompt button.
.LFF
2. Click the Column Prompt list item.
Column Prompt...
3. Double-click the Day Enrollment Drop Date list item.

p Day Enrollment Drop Date

4, Click the Enrollment Dro

p Day Date list item.

E Enroliment Drop Day Date

5. Click the OK button.

for]

6. Click the Operator dropdown button to activate the menu.
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Student Census Prompt Haorme My Roles Catalog Favortes w Dashboards v Mew Open w Signed In &S stevenjs v

Administration  Sion Out

Add prompts for users when they run this analysis

Prompt Lahel ——————— Description Required Hew Column
New Prompt: x

Prompt For Column iy Enraliment Drop C
Time Zone  [Default E‘e

Label  Enrollment Drop Day Date

Custom Label
Description

Operator s ecuslto Jis in v

Frompt User
5 ranked last
s ranked first

User Input

) Options s squalto /is in
5 not equalto fis notin
is less than

Page 5 l£55 than ar equal to
s oreater than or equal to
s between

Step Action

7. If a student dropped a class after the specified date, that's okay. We
want to keep that student.

Click the is greater than list item.
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Prompt For Column  "Digy Enrollment Drop C 4
Time Zone  [Defaylt [.'“e

Label  Enrollment Drop Day Date

Custom Label
Description

Operator  is greater than v

User Input  Calendar v

) Options

0K Cancel

Step Action

8. Click the Options dropdown triangle.
p Optiohs
9. Once again, this prompt should be mandatory for anyone using the
prompt.
Click the Require user input checkbox.
Reguire user input
10. Click the OK button.
OK
11. Click the Save As button.
12. Enter "Enrollment Drop Date > (blank)" in the Description field.
13. Click the OK button.
OK
14. Click the OK button.
OK
15. That was the last of three prompt fields.

End of Procedure.
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Edit Page Settings

Procedure

The last thing you should do is make sure your formatting is set up how you like it.

UAccess ANALYT[CS TRAINING Administration  Sigh Out

Student Census Prompt a Home My Roles Catalog Favorites w Dashboards w MNew w Open w Signed InAs stevenjs v
& ®

4 Definition
Add prompts for users when they run this analysis.

B @mSIE L

Prompt Label Type Prompt For Description Required New Column
Page 1 Page
Term Description Columnvalue  Term Description L4
Enroliment Add Day Date Column value Enroliment Add Day Date &
Enraliment Drop Day Date Columnvalue  Enroliment Drop Day Date &
4 Display
Page 1,
Edit] .
‘Terscnplmn SummerzM7T -
* Enroliment Add Day Date <= E‘G
* Enrollment Drop Day Date > Y
Reset w

Step Action

1. Click the Edit Page icon in the Display pane.

Click the Edit Page button.

Page 1 .

Page 139



Training Guide
Intermediate Reports & Dashboards

University Analytics
& Institutional Research

Edit Page Settings

Tile

Instruction

Page Display Propetties
Format &

Prompt Display  Flace lakel on sitie of prompt

Wrap label to fit

I Setwidth of all prompts to

Prompt Buttons

Place buttons below prompts

Apply display properties to all prompt pages

| Show Apply button
| Show Reset button

Pixels

0K Cancel

Step Action

2. Highlight and delete the text in the Title box.

Release the mouse button.

Edit Page Settings
e |

Instruction

Page Display Properties
Format 3

Prompt Display  Place lakel on side of prompt

Wrap label to fit

I Setwidth of all prompts to

Prompt Buttons

Place buttons below grompts

Apply display properties to all prompt pages

! Show Apply bution
#| Ghow Reset button

Pixels

OK  Cancel
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Step Action

3. The standard prompt display has the prompt field name positioned
above the prompt field.

Click the Prompt Display dropdown button to activate the menu.

Administration  Sign Out

Student Census Prompt Home My Roles Catalog Favortes w Dashboards v MNew Open Signed InAs stevenjs w

Add prompts for users when they run this analysis.
Edit Page Settings 9 x
Prompt Lahel Title iption Required Hew Column

Instruction

Page Display Properties
Format 3

Prompt Display  Place label on side of prompt v

Placs label on side of prompt
iace ampt
prompts o

Dimamic g, 120 Pixels

I Show Apply button
@l Show Reset button

Prompt Buttons

Place buttons below prompts v

Apply display properties to all prompt pages

Step Action
4, Click the Place label above prompt list item.
Flace lakel ahove promgt
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Edit Page Settings 9 x

Title i

Instruction

Page Display Propeties
Format &
Prompt Display  Flace lakel sbove prompt ~
‘Wrap label o fit

) Setwidth of all prompts to O Dynamic 5 135 Piels

| Show Apply button

Prompt Buttons
# Show Reset button

Place buttons below prompts v

Apply display properties to all prompt pages

0K Cancel

Step Action

5. Let the system adjust the widths of each prompt field.

Click the Dynamic option.

u Dynamic

6. Click the OK button.
OK
7. That looks pretty good.

Click the Save Analysis button.

8. Good job!
End of Procedure.
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