Custom Reports MLM Training – Instructor Demonstration

We will demonstrate how to create the AD Hoc Report for Verification Criteria #2: 

· Dependent Students 

· Parent AGI reported between $30,000 and $99,000

· Household Size Greater than or equal to 2

· Pell Eligible 

· Estimated Filers


 In addition, we will demonstrate how to maximize the Ad hoc features in the tool.  We also recommend that you take advantage of the additional guidance provided in the Help text functionality of the tool. 

· How to access the data analysis section of the ISIR Analysis Tool
	Step
	Action

	1
	From the menu, select Data Analysis and on the bottom of the screen select Continue.

	2
	If the error 19105 appears, just hit the back button. This error message may appear twice. 


· Where to go to create the Ad Hoc Report
	Step
	Action

	3
	Click on the box 
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 next to Reporting Objects folder on the left toolbar.

	4
	Click on the 
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 next to Custom Reports folder.

	5
	Click Ad hoc.

	6
	From the drop down menu, Select Report Assistant.
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· The Field Selection Tab

	Step
	Action

	7
	To begin, select + in the Field Selection section, and all available ISIR Fields will display. For this example, select and drag (one at a time) the following fields and drop it into the box under “Sum and Print “ area.  STUD_SSN, NAME_LAST, NAME_FIRST, MODEL_I, PAR_TAX_FIG_I, PAR_HOUSEHOLD_I, PELL_AWARD_I 


HELPFUL HINTS FOR FIELD SELECTION TAB:

· Instead of dragging fields under the Sum Print area, you can double-click to bring field selections over to the box.

· Move fields up or down using up/down arrow. Move SSN and Student Name to end of the column.

· Use Red X to delete.

· To sum a column, you can use the sum button.

· Create a New Define Field

Create a New Define Field to show the difference between the Initial EFC and Paid on EFC. We will name the New define field: EFC Change 

	Step
	Action

	8
	Click the compute icon next to Available Fields (or down arrow and select New Defined Field). A calculator window will appear which allows you to name this special field you are adding to the report.

	9
	In the Field area in the upper left-hand corner of the calculator window, enter the name for this special field. Enter EFC_ Change to indicate this field is the difference of the EFC Paid-on minus the EFC initial.

	10
	Click the Fields tab on the right side of the screen, to get a listing of the field to select. Double click EFC_P Notice this field is added to the calculator window.

	11
	On the calculator pad, click the (minus) sign, which is next to the number 4.

	12
	In the listing of fields double click on EFC_I. Notice this field is added to the calculator window.

	13
	On the calculator pad, click the OK to close the calculator pad. You should be back on the Field Selection screen. The initial screen on which we selected fields for the report.

	14
	Under Available Fields, scroll down to the end of the list of fields, select EFC_Change.  Drag and drop the field into the box under “Sum and Print”. Move it up after Pell Award.  
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HELPFUL HINTS FOR Creating a New Define Field:

· When naming a Field do not use a number or a symbol in the title

· Format – allows different types – i.e. number, alpha, date, time etc…

· You can use * to multiply - / to divide etc…. 
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· The Report Headings Tab

Next, we will use the “Report Headings” tab to name the report.  There are several features you may use to customize the heading.  

	Step
	Action

	15
	At the top of the screen, click Report Headings.  

	16
	To center the heading, click in the box that displays the “centered” paragraph.

	17
	In the Heading box, type the heading, Verification Criteria 2_Dependent Students_Estimated_Filers


HELFPUL HINTS FOR REPORT HEADINGS TAB: 

· Don’t delete the sum in the footer.  You can add to the footer notes.

· Functions work similar to Microsoft Word (i.e. Bold, center, etc)

· Do not use symbols in the title (+ or = signs for example)
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· The Selection Criteria Tab

Next, we will use the “Selection Criteria” tab to construct “Where Statements” (queries) to select the student population we want to analyze.  

	Step
	Action

	18
	At the top of the screen, click the Selection Criteria tab.   

	19
	In the “Available FILTERS” area, scroll down and drag and drop the following fields in the box under “Screening Conditions”: Dependent Students, Pell Eligible

	20
	In the Available Fields area, scroll down and drag and drop the following field in the box under “Screening Conditions,”: PAR_TAX_FIG_I. (NOTE:  fly over help identifies the ISIR Field –In this example, it is “Parent’s Tax Return Filed”).

	21
	To complete the Where statement, select the Field Operator Down button and select EQUAL TO (Caution: it automatically populates to Equal to).  Click on SELECT VALUES and click on the Constant radio button (Caution: it automatically populates to constant) enter 2. Select OK.

	22
	In the Available Fields area, scroll down and drag and drop the following field in the box under “Screening Conditions,”: PAR_AGI_I. Do this two times.

	23
	To complete the Where statement for the first PAR_AGI_I, select the Field Operator Down button and select GREATER THAN OR EQUAL TO.  Click on SELECT VALUES and click on the Constant radio button and enter 30000. (Caution: Do not use commas), Select OK.

	24
	To complete the Where statement for the second PAR_AGI_I, select the Field Operator Down button and select LESS THAN OR EQUAL TO.  Click on SELECT VALUES and click on the Constant radio button and enter 99000. Select OK.

	25
	In the Available Fields area, scroll down and drag and drop the following field in the box under “Screening Conditions,” PAR_HOUSEHOLD_I.

	26
	To complete the Where statement, select the Field Operator Down button and select GREATER THAN OR EQUAL TO.  Click on SELECT VALUES and click on the Constant radio button and enter 2. Select OK.


HELPFUL HINTS FOR SELECTION CRITERIA TAB:

· Fly over help bar under available fields provides a description of field

· Note the define fields (dependent students, Pell eligible)

· Typically, Parentheses () are used in OR statements.

· If you use a Shared Report, the Selection criteria tab is where you would go to modify the report.

· Do not use commas in PAR amounts 33000 NOT 33,000.
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· The Report Options Tab

	Step
	Action

	27
	Prior to running the report, Select the Reports Options tab.

	28
	Under the Interactive Options section, click on the down arrow and select Show filters on top.


HELPFUL HINTS FOR REPORT OPTIONS TAB:

· Enable OLAP so that you can filter by columns.

· You can choose Excel as the format that will allow you to take advantage of graphs and other Excel features.


[image: image7.png]savo @] run)» || Holn 25| autix]

_lng

Reporting from file: TCPS37047

i | i | S

Generate reertas [FTWL et browser wingre) =] ¥ Show ouput formets thet sumprtsylng aptions

Output format specifc
Report e

[ Optimize output with Cascading Style Sheets

T~ Use accessibilty features (Section 508)
Summery e o s

Interactive options
Enable OLAP. Automatic crl down

[Show ters onton ~l[or

) e

okl report stying
Fort.

‘Apply an existing WebFOCUS Style Shest [NONE =
‘Apply an existing Cascading Style Sheet [NONE =

Contert and generation
Page numbering [off

Linitthe number of read operations performerd
during report generation

——

Stop retreving records after the specifid
Pumber have been included i the report

—





· How to Save and Run the Ad hoc Report.

	Step
	Action

	29
	Select the Save button and select Save As to name your report. HINT: Do not use spaces when naming your report. Use the Underscore BAR, in this example, we named the report Criteria_2.  After naming the report, it provides you the opportunity to SHARE your report, in this example, lets select Share Report box and click Ok.

	30
	On the tool bar, click Run.    The Ad Hoc Report will display.
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NOTE:  We recommend that you check the box to share the report.

Here are the results of the report:
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HELPFUL HINTS FOR REPORT OPTIONS TAB:

· Filter by columns. In this example, we clicked on the up arrow in the User Define Field we created – EFC_Change. This placed the changes to EFC in order of highest to lowest.  The down arrow will filter lowest to highest.

Creating A User-Specified Field

Let’s provide an example of the process the school used to create the user-specified field to populate the field for criteria #2.  After the school created and ran the AD HOC report for criteria #2, the school then created a user-specified field for the criteria, created an ASCII file containing the 18 records, and then using the Data Request function of the ISIR Analysis Tool, they uploaded those 18 records into the User-Specified Field created.  Here are the steps:

	Step
	Action

	31
	From the left navigation bar in the ISIR Analysis Tool, click on User-Specified Fields.  From the drop down arrow, select Add Fields.  Select the Next button.
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	Step
	Action

	32
	The User-Specified Screen appears.  You can add up to 15 user-specified fields.  Since this school had 10 verification criteria, the school created a user-specified field for each.  For this example, we will create one for Criteria #2.  In the second field in the Type column, select the drop down arrow and select Yes/No.  In the Description column, enter Criteria 2. Click Save.
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After you save the user-specified field #2, the following confirmation page occurs:
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Populating the User-Specified Field

In order to populate that field, you can enter the information manually or you can create an ASCII file to populate the field.  Since our example has 18 records, we will create an ASCII file to populate the field.  We will use Notepad to create the file.

The record layout will identify the field positions you need for your start and end positions. To begin, you will start with field position 1, SSN that ends in the ninth position. 

Why? There are 9 spaces for SSN. The 10th position is for the first two letters of the last name (ALL CAPS) and the 3rd position is for School Verification Flag (you must always have either a Y or space in this field when preparing the flat file- even if you have already set your flags).

These first 3 fields are necessary for each student in your flat file. It is a very easy process to create the flat file for one User specified field for one ISIR record, regardless of field number. You wouldn’t need the record layout. The flat file would contain the SSN, first two letters of the last name (ALL CAPS) the verification code Y or Blank and then the field number value.

Our flat file for Criteria #2 contains 18 records. Here is a screen shot of the Flat ASCII file for Verification Criteria #2 (it was created in notepad and saved as a text file):


NOTE:  It is important to remember where you saved the Flat File so you can easily locate it once you are ready to upload the file in the ISIR Analysis Tool.

Creating your FLAT ASCII File using the AD Hoc Function

There is another way to create the Flat ASCII File by using the AD Hoc function of the ISIR Analysis Tool.  We already created the AD Hoc Report for Criteria #2, but you can modify the report we created to get a listing of the students who met the criteria.  You can then save this listing as a text file, and then modify the file to include the values for criteria 2.  Here are the steps for that:

· Access Custom Reports

	Step
	Action

	33
	Click on Analysis of Data Button. Click Continue. Click on the box 
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 next to My Reports folder on the left toolbar.

	34
	Click on the 
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 next to Custom Reports folder. Select MY Reports.

	35
	From the drop down menu, Select Custom Reports.

	36
	Select the Report we created and saved earlier (Criteria_2) and select report assistant from the pop up box.  


· The Field Selection Tab

	Step
	Action

	37
	Delete all fields Under SUM and Print. Do this by selecting all the fields and select the Red X 

	38
	Under Available Fields, drag over STUD_SSN field and STUD_NAME_ID.
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· The Report Headings Tab

Since you are creating this report to get a listing of students for your Flat File, there is no reason to enter any information under the Report Headings Tab.  

	Step
	Action

	39
	At the top of the screen, click the Report Headings tab.   You can delete the header information that is there.  There is no need to have any Headings for this report.


· The Selection Criteria Tab

Next, we will use the “Selection Criteria” tab to construct “Where Statements” (queries) to select the student population we want to analyze.  

	Step
	Action

	40
	At the top of the screen, click the Selection Criteria tab.   

	41
	In the Available Filters area, keep all of the Criteria the same.  We are not changing any of the criteria for the modification of this report.
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· The Report Options Tab

	Step
	Action

	42
	Prior to running the report, Select the Reports Options tab.

	43
	Under the Generate Report As section, click on the down arrow and select EXL-97 – Excel 97. (You may also select another version of Excel depending upon the version you have on your computer).
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· Save and Run the Ad hoc Report.

	Step
	Action

	44
	Select the Save button and select Save As to name your report. HINT: Do not use spaces when naming your report. Use the Underscore BAR. In this example, we named the report Verification_2_Flat_ASCII-file.  After naming the report, click Ok.

	45
	On the tool bar, click Run.    The Ad Hoc Report will display in Excel Format.

	46
	You can now Save this Report as a text file to your Hard Drive.  Click File, SAVE AS, and then enter the name Criteria_2.  Under the SAVE AS section, click on the down arrow and select, Text (tab delimited) as the type.  Click SAVE.  You may receive a Pop Up box about formatting.  If so, simply click YES.
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You can now open this file in Notebook, and then modify the file to include the values for Criteria 2.  Add the Y02Y

POPULATING THE USER-SPECIFIED FIELD

Once you have created the Flat File, you need to populate the User-Specified Field

	Step
	Action

	47
	From the left navigation bar, select Data Request.  From the Drop-down arrow, select User-Defined Data. Select Next.
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	Step
	Action

	48
	Click the browse button to locate your Flat File. Once you find the file, double-click on the file.  Then click Upload file.
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A Data Request User-Specified Confirmation appears.  As you can see, we successfully populated user-specified field 2 with 18 records.
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We are now able to run standard reports and filter on only those students who met Verification Criteria #2.  You can follow these instructions to create and populate user-specified fields for your verification criteria.

Let’s spend a few moments to run the Field Change Report and analyze students who met only criteria #2.  This is a supplement the analysis we provide in Chapter 2 of the ISIR Tool Guide (available on the QA Website) and will help us determine how well that specific criteria is doing at catching students who are making changes that contribute to EFC and eligibility changes.  Here is the criteria #2:  Dependent Students, Estimated Filers, Pell Eligible with Parent AGI between $30,000 and $99,000 and household size greater than or equal to 2.  Remember, the school created the User-Specified Field and populated it with records that met the criteria.  It was their Criteria #2 of the 10 criteria.
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 Run Field Change Report

	Step
	Action

	49
	Click on the +Standard Reports Icon folder located on the left navigation bar.  Open the IA Tool 2007-2008 Folder.   All reports should be displayed.  Select the Field Change Report. Select Run.

	50
	The next view is the Filters Page.  Locate the User Specified Field 2 – Criteria 2 Filter and enter “Y.”  NOTE:  The “Y” must be in CAPS. Click Submit.

We will analyze – All Students who met criteria # 2 (Dependent students whose parents AGI is between $30,000 and $99,000, whose household size is greater than or equal to 2, who are estimated filers & Pell eligible).

	51
	The Field Change Report is displayed.  To see a list of only fields that impacted the EFC, scroll to the bottom of the Field Change Report.  Click on the EFC-Critical Fields Link.  A new Field Change Report will display.
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 Drill down to the Field Increment Report

	Step
	Action

	52
	Click the ISIR element, Parent AGI.  The Field Increment Report Filter Screen will display.

	53
	Use the down arrow and select as the field increment Parents’ Adjusted Gross Income from IRS Form. Click Submit.
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Select a field for increments:
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What does this tell you about incomes from 0-30,000 and 50,000 to 99,000?

Use Excel to Graph Table

Let’s run the same Field Increment Report and use Excel as the format so that we can take advantage of the Graphs.

	Step
	Action

	54
	Under the +Standard Reports Icon located on the left navigation bar all reports should be displayed.  Select the Field Increments Report. Select Run.

	55
	The next view is the Filters Page.  Under the Select a Field For Increments, click the down arrow and select Parents Adjusted Gross Income from IRS form. Locate the Report Output Format Filter and select Microsoft Excel as the format.  Locate the User Specified Field 2 – Criteria 2 Filter and enter “Y.” Note:  The “Y” must be in CAPS.  Click Submit.
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	Step
	Action

	56
	The Field Increment Report is displayed in Excel format.  You will need to Save this report to your Hard drive.  Click File, Save As. Enter a name for the Report.  (For the Save In drop down arrow select where you want the file to be saved.  Remember where you saved it).  Under the File Name, enter a name for the report.  We will name the report, Criteria_2_Graph.  Select the down arrow for Save As type, and select Microsoft Excel Workbook. Click Save.


You can now open the File in Excel and to take advantage of the graph feature.

	Step
	Action

	57
	Open Excel from your computer.  Click on File, Open and then select the file you just saved Criteria_2_Graph.

	58
	Starting with Line 14, highlight the four columns (using Click and Drag feature) and select all the way down through column 21 (to account for income up through $50,000)
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	Step
	Action

	59
	From the Tools bar, click on the Chart Wizard function. For Chart type, select Column.  For the Chart sub-type, select Clustered Column with a 3-D visual effect. Click Next.  Click Next again. Select the Titles Tab. For the Chart title enter Criteria 2 Parent AGI Analysis.  Click Next.  Select Radio Button as new sheet.  Click Finish.  You can now review the Report in Graph format.
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By viewing the Report in Graph format, you can see the results and can use the graph as part of your analysis to show other staff the results or as part of any report that you provide to your management or QA Team.

Congratulations. You have now analyzed criteria #2.

Your Ad Hoc Report opens under the Field Selection tab.   
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