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APPENDIX |I: GENERATING REPORTS

Accessing Reports

-—':'—""_I" i : My Profile | Favorites | Help | Feedback | Logout
d&] ent Df educs:mn Home Inventory Enrallment LRFP Reports
| L

Reports are accessed E)y “clicking” on the Reports Tab
from the Main Menu.

You can generate and print pre-formatted reports that feature district
data. You can also create custom reports using the “Data Browser”
tool.

It is important that districts review the reports as they are creating
their LRFP to ensure that all aspects of their plan are appropriately
represented. (See Part F: Creating a LRFP, page F.22, for a list of
reports and their use in reviewing a LRFP.)
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Understanding the Report Screen

The illustration to the left shows the Detail
View of a Report Screen. This screen appears
after you “click” on the Report tab from the main
menu.

Report Screen — Detail View _
The various components of the Report Screen

e mea T My Profile | Favorites | Help | Feedback | Logout
a““"ie““!’ oot are as follows:
epaxtmcnt o ucfa_tmn Home Inventory Enrollment LRFP Reports
I BT OTY e etesessssessasesssstssssessssesssssssssEEssdEasSLEEaSEEESaLEENLEEALEEENL LR N T EE LR List of Reports - The list of available pre-
it Asset Existing and Proposed Site and Asset Inventory view sample formattgd Reports appears in the Blue
School Asset Navigation Pane on the left side of the screen.
B Selection Criteria + <=, (See Part F: Creating a LRFP, page F.22, for a
LRFP T e . . . . .
Eropmsed Foam we — list of reports and their use in reviewing a
bt | Prup_useu e e - LRFP )
ProjectionDetsl | [_AdvancedFilter e e .
GradeMlgnment TR e . . . . . .
i R Selection Criteria - Selection Criteria allows
e | e T you to set the scope of the report’s contents.
O cover Page  Tteen T . . . . .
| T Covereese e, e The available Selection Criteria will depend

Foncteral ©xcbded | [ e of Contents b upon the report that you are running. In some

ot S Notes o e T reports, you must select multiple criteria.
System . | e T . . .
Tnventory Footerlotes o e T Advanced Filter - The Filter provides a means
Summary E to further refine your data set. The fields that

Miscellaneous
LRFP Submission

can be filtered will depend upon the report that
is being run.

Data Check
FES Room Type and
SF Analysis

Report Options - Report options allow you to
add a cover page, table of contents, notes
page, and/or footer notes to your reports. In
some reports, you will also be able to reset the
page numbers.

Run Report - You “click” on in
the top right corner of the screen when you
have finished making your selections.

Data Browser
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Running a Standard Report

The following explains how to access and run a
pre-formatted report.

STEP 1 - Report Selection. “Click” on the Report
that you would like to access from in the Blue
Navigation Pane. (See Part F: Creating a LRFP,
page F.22, for a description of the Reports and their
use.)

STEP 2 - Selection Criteria. Make a selection from
the pull-down menu under Selection Criteria. The
available Selection Criteria will vary depending
upon the report that you are running. In some
reports, you will be able to select multiple criteria by
selecting the first record, holding down the SHIFT
key, and selecting the last continuous record — or —
by holding down the CTRL key to select non-
contiguous criteria. Also, in some Reports, you will
be able to organize the data by Site or School. This
choice affects how Assets are displayed in the
Selection Criteria pull-down menu and not the
report.

STEP 4 - Report Options. “Click” on the
appropriate box if you want to add a cover page,
table of contents, notes page and/or footer notes to
your reports. In some reports you will also be able
to reset the page numbers.

STEP 5 - Run Report. When you have finished

making your selections, “click” on Run Report in

the top right corner of the screen. 1 he Report opens
as a pdf file.
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Report Screen — List View

department of education

Home

Inventory
Site Asset
School Asset
Existing Room
Proposed Room
Enrolment
Projection Detail
Grade Alignment
Capadity
FES and District
Functional
Functional (Excluded
5F)

LRFP Actions
System
Inventory
Summary

Miscellaneous

LRFP Submission
Data Check

FES Room Type and
SF Analysis

Data Browser

Existing and Proposed Site and Asset Inventory view sample

Selection Criteria + -

LRFP
: Proposed LRFP

Advanced Filter
Report Options

D Cover Page

[ Table of Contents
I\_I_otes

Footer Notes
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Understanding the Data Browser

The Data Browser Tool allows you to create custom
reports.

To access the Data Browser:

In the Reports section, “click” on Data Browser in the Blue
Navigational Pane in the left side of the screen. The Data
Browser screen will appear.

An overview of the Data Browser screen is as follows:

Data Browser Icons

Open — Opens a saved Data Browser Query
Favorite.

Save — Saves Data Browser Query Favorite.

Delete — Deletes a Saved Data Browser Query
Favorite.

Count — Provides a count of the records in the
Data Browser Query based on the criteria
selected.

Run — Runs the query.

Selection Criteria — Select the Site(s) and Asset(s) to be
included in your query.

Maximum Rows — Default is set to 100 record rows. If the
Count” icon indicates that your query will have more than 100
record rows, then change the 100" to “0” in order to display all
record rows.

Format — A query can be output into CSV (Comma Separate
Values) files that can be opened in or XML (can be run to use
output in another report generator)

Selection Fields — Each Tab (County, District, Site, Asset
and Room allows the user to select none, one, or more than
one field to be included in the query. A minimum of one field
under one tab must be selected to produce results.

Filter — A filter will allow you to further customize the records
set you are selecting.

Select All — Selects all of the records of the type that you are
currently viewing, by automatically checking all the boxes in
the current tab.

Clear All — Clears all of the boxes that have been checked in

Reports
S e My Profle | Favorites | Help | Feedback
department of education (i)
o~ Home Inventory Enrollment LRFP Reports |
Inventory

Site Asset T =

e fsse Existing and Proposed Site and Asset Inventory view sample Run Re

School Asset

Existing Room

Proposed Room
Enrollment

Projection Detail

Grade Alignment
Capacity

FES and District

Functional

Functional (Exduded
5F)

LRFP Actions
System
Inventory

Miscellaneous
FES Room Type and

T
3 DataBrowser Q

Selection Criteria +
LRFP

| Proposed LRFP

Report Options

[ cover Page

[[] Table of Contents
Holes

Footer lNotes

Data Browser

. (34
traaaamnntty

.

9 |3 X = p

OP=N  zaye Delte Count  Run

Selection Criteria

@ site O school
site

|Former p.s. 10 Ste

|| Grover Early Childhood Center Site
High School/Central Office Site

(| Maple and Oak Avenue Site

Selection Fields

Maximum Rows{use 0 for allj; 100

Asset

-~

. |

v

Format: & csv O xmL

County District Site Room
[ anoResst Cconments I mvENTORYSTATUSLD [ vearcoNsTRUCTED
[ anDRESSZ [ commissionpate [IMAPCOORDNATES [ vEARRENOVATED
[ ARcHTECT ] coNsTRUCTIONTYPE [CIMoDFYDATE Ozr
[ asseTsizE [JcostmoneL [Iname
[ ASSET_CREATEDBY [l creaTEDATE CInUMRENOVATIONS
[ AsseT_mopFEDEY [l pEcommssIonDATE [ OLDFACILITYTYFELD
[ asseT_NUMBER [Cloescripmion [ ownersHP
[ asser_tvee [roors [ renovaTONNOTES
[ asseT_Use [JFoLoerin [Clresources
Oea [CIHisTORICALCODE [ schooLn
Oemy Oo O state

Filter Select All
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Using the Data Browser

The following explains how to create a custom
report using the Data Browser Tool.

Reports — Data Browser

O HB X & »

OPEN  caye  Delet= Count  Run

STEP 1 — In the Data Browser window, under

STEP 2 — Next under Selection Criteria, select the
scope of your query. You can hold down shift or
CTRL to select multiple records in each category.

STEP 3 - Under Maximum Rows, type the

maximum number of records you want the query to

return. Type O to set no limit. “Click” on Countat ..
anytime to see how many rows of data would be ..
returned based on the current selection.

STEP 4 - Under Selection Fields, select the scope

of the query. “Click” through each record type and . v

select the check boxes of the fields that contain the.',.-"'
data that you want to view +

STEP 5 - When you finish making selections, “click”
on the Run Icon R’

The report opens in a MS Excel spreadsheet.

Selactian, Crifera

.
po* @ site O school '

High School/Central Office Site
Maple and Oak Avenue Site

X
o
ot

RS

" | Grover Early Childhood Center Site
8

Wy Maximum Rows(use 0 for all]:i D—

|4
L

Format: & csv O xmL

Copyrighted VFA, Inc and the State of New Jersey Department of Education 2005 — CONFIDENTIAL INFORMATION

""" County District Site m Room
[F#DoResst O commenTs ] INVENTORY STATUSLID ] vEARCONSTRUCTED
| O 2poRess2 [ commssionDATE [JmarcoorDMATES [ veARRENOVATED
[ archmecT [CJconstrRucTIONTYPE [CmopiFvoaTe Oazr
ASEETEIZE CcostmoneL NAME
[[] ASSET_CREATEDBY [ creaTeDaTE I HUMRENOVATIONS
[[] ASSET_MODIFIEDEY ] DECOMMISSIONDATE ] OLDFACILTYTYPELID
ASSET NUMBER [CJpEsCRIPTION OWNERSHIP
ASSET_TYPE CrLoors ] RENOVATIONNOTES
ASSET_USE roLoerD Oresources
Oca [HisTorICALCODE [ scHooup
Oemy O Csrate
[ Fitter | [ selectan | [ Clearall
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Using the Data Browser

Reports — Data Browser

The following shows a Sample Data Browser
=R 2
Query. -
Selaction Criteria
Step 1 Selection Criteria — “Click” on Site Radio ... --:t@ site O school e
. werzt™t” ites g
button. Then select “All” Sites and “All” Assets, **" =i, S
Former P.S. 10 Site
G.ruver Early Childhood Center Site
STEP 2 - Under Site Tab “Click” on “Name” field. :‘g;jg:g"gacfjf?e'n"ufe“;;f“ =
Under Asset Tab “click” on Name, Ownership,
Asset Number and Asset Type. --u......... Maximum Rows(use 0 for {100 FormstsH i ) o
B B T
STEP 3 — “Click” on Filter while on the Asset Tab. County District " > ste | Asset | Room
Under F|e|d Se|eCt Ownership Ieave Operator Set DADDRESS1 DCUMMENTS INVENTURYSTF\TUSLID DYEARCUNSTRUCTED
el ! [ spoRessz [ commissionpaTe [ImarcoorDmATES [ veARRENOVATED
to Equal and “click” on District Leased (>5 Years). [ archmecT [CJconstrRucTIONTYPE [CmopiFvoaTe Oazr
While holding down the shift key select District [ asseTsize [ cosmmoneL [ nane
Leased (<5 Years)_ _____ [[] ASSET_CREATEDEY ] cREATEDATE I numMRENOVATIONS
......................... D ASSET_MODIFIEDBY D DECOMMISSIONDATE D OLDFACILTYTYPELID
......................... O ASSET_NUMBER [ oescrIFTIoN OWNERSHIP
STEP 4 — “Click” on Run Report > . The report e SAkABSELTPE, [rLoors [OrenovamonnoTes
) MS E | dsh Run Mlasseruse e roLoerD Oresources
opens in a MS Excel spreadsheet. Oea "'Dﬁmwmcp_qs__ Dserootn
Dlemy Oo DSTATE
Note: This query will return all records that match (b e
the Filter Criteria of District Leased Assets. The "B [CFiter ] [(Setectan | [ Clearal
fields displayed in the query will be those selected
under Step 2. See Next page for results of Sample
Query. :
£ O
Clear OK Cancel
Field Operator Value And/Or
: - [|District Owned || £
| Ownership ¥ | Equal hlllll District Leased (= 5Y¥ears) ,[P-nd b
x | District Leased (< 5 Years) ~ N =
| Mone Selected » |
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Using the Data Browser

Reports — Data Browser Output
A B c D E F =
1 |SITE_NAME ASSET_TYPE ASSET_USE INVENTORYSTATUSASSET_NAME OWNERSHIP —

2 |P.5. 2 Site Building Temparary Facility 600 P.S. 2 Modulars District Leased (< & Years)
3 |P.S. 3 Remote Playground Site Athletic Field/Playground 600 P.S. 3 Playground District Leased (< 5 Years)

500 v [ xls]result[2] / |4] vl
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