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Creating Adhoc Reports

Go to Reports (1) > Ad-Hoc Reports (2) > Ad-Hoc Report Manager (3) > Create Report
@
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[ Also show reports shared by other users (in blue)

You will need to give the report a name (5), choose whether or not to share the report (6)
with other users who have access to the Ad-Hoc area, choose the Report Style* (7) and
Orientation (8)...

Create Ad-Hoc Report
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Description:

Type:

Security: @ Do not share this report

6 q () Share this report with all users 8

Main Title:
Page Footer:
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Y| Text
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Font:
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(Example Layout)

9
... Then click Next >> (9) ...

*Report Style: Choose ‘Columns’ to create a normal printable report. Choose ‘Export’ to create
an instant CSV Export.

Anita Pirie !



Integris G2

The following data folders will appear on the screen that
follows. Each folder represents the tabs in the General

Student Details area.

Data Items:

<

H B HH

To expand the folders click on the [+ ==

HHBHHEBBBMH

H #

) Personal

" Parent Guardiani
| Parent Guardianz
] Entitlement Details
| Enrolment Details
_) Additional Info

] Medical

" sen

") Attendance

) Key Stage

~] School Details
~Judi

") ATF Import Parameters
"] Exams

] Custom Items

Highlight the Data Items (1) you wish to include in your report (hold Ctrl on your
Keyboard whilst highlighting, to select multiple items from the list), click the arrow in
the middle of the screen in order to move items to the ‘Included in report” area on the
right hand side of the screen (2). The order of the data items can be rearranged using the
arrow buttons to the right of the screen (3).

Data Items:

Personal

i) | Dataltem

Full Known Name

» Full Legal Name
Legal Surname
Previcus Surname
First Mame
Second Mame
Third Name
Known Name
2 — P (=
i
Street
Locality
Town
County
Postcode
Administrative Area
Country
Address
Reference —
4

Included in report:

|Column Label

Once you are happy with the selected data items and the order that they are in, Click
Next >> (4) and then Next >> again.
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The following page will appear with a list of example names (Randomly selected from the
Current and Former Roll), if you wish to adjust the width of the columns, simply click the

tabs and drag as appropriate.

Create Ad-Hoc Report: Testl Change Columns | Layout Opticns
s 80T e ]- 5 a0 aa- 4 a3l
Surname First Name Gender
Marris Paul Wale
Brain Susan Female
Thompson Mark Male
Dalgleish Jane Female 3
Hall David Male b
Baker Melanie Female
Heilds Marc Male
Kildars Daniel Male
Anderson Erica Female
Jones Anthony IMale
singh Jasmeet Female
Matthews Conna Female
Pendleton Matthew Male
Button Ann Female
Maureen Female
Damian Wale
Rebecca Female
Metcalfe Peter Male
Allott Alison Female
Hawley Micholas Male
Calton Georgina Female
Bandeer Al Male
Bentley Christopher Wale
Bailey Amanda Female [~]
<] m ] 2]

~

...If you are happy with the layout click Next >>

" & summary of the report settings yvou specified is

shown below for your reference.

Y

MName:

U= other users
Description:
Main Title: Testl
Page Footer:
Type: Student School Logo:
Report Style: Columns (&4 FPortrait) Vertical Grid Lines:
Font: Arial (Medium) Horizontal Gridlines:
Columns: Sort Fields:
Column Data ltem Data ltem
1 Surname
2 First Narme
3 Gender
4 Date of Birth
El Class

Text Control:

Wrap Text
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Click on the Finish button to create the report.

Security: Shared with

...And then Finish.
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Using Adhoc Reports

Go to Reports (1) > Ad-Hoc Reports (2) > My Ad-Hoc Reports* and select a report (3) >
Click on the Add students buttons (4)

2~
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Reports
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& Administration

Attendance

4 Assessment
Ad-Hoc Reports

Behaviour

Staff

Key Stage Reports
Programme Management

7 Ad-Hoc Report Manager
) My Ad-Hac Reports (1)
Test1 ([Tunitoooa)

~J Shared Reports (2)

Ad-Hoc Report: Test1
Main Title:  Test
Page Footer:
Student Selection

Select Students by: |student Find >

Ref lo.

Sorts

| Surname | Known lame Year

Select Saved Query: [-- Select

Class

7 —

Generats Report

The Student Find page will appear. Enter search requirements and click Find... (then
Select & Yes)

Ad-Hoc Report: Testl

Main Title:  |Tezt
Page Footer:
Student Selection  Sarts
Select Students by: | Student Find [V]
Ref No. | Surname | Known Hame Year Class Ead —-'.=
15 Allott Maureen 4 4h S|
13 Allott Alison 4 4A .'“J
24 Bailey Amanda 4 48
25 Davies Laura 4 A
26 Davies Janice 4 A
22 Allan [TEYEN A 1 [V]
Select Saved Query: | -- Select Query -- [v] Ry

Generate Report

The selected students” names should have appeared in the Student Selection area.

To Generate the report simply click Generate Report.
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