Ad Hoc Reports

These are customizable reports available in TER which allow Local Administrators to define
the variables specific to their need.

NOTE: Ad Hoc Reports can only be setup by the State Vital Statistics Unit. Please contact
the TER Helpdesk for assistance.

Preparing and Printing an Adhoc Report.

1. Select ‘Adhoc — User level’ from the ‘Report’ menu:
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2. Select the ‘Open Saved Query’ icon:
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Select the report you would like to run from the list.
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4. The top portion of the screen displays the information contained in the report.

| Display Field Name | Column Title

_ Childs Date of Birth | Childs Date of Birth

_ Legal Release Date Legal Release Date

) Elapsed Days - CDOB to Legal Re| Elapsed Days - CDOB to Legal Re

| BJFilter Field Name Operatior| Value
_ [ Childs Date of Birth [>= | 1/1/2010 ) AND

_ [ Childs Date of Bith <= 9/30/2010 ) AND
" [ Legal Release Date Is Nat N1 ]

5. Enter the value in the bottom portion of the screen by clicking the appropriate fields.

In the example below, the first value is the start date of 1/1/2010. The second value is the end
date of 9/30/2010. A list of records will be generated that fall within that date range.



. LColumn Title

_ Childs Date of Birth | Childs Date of Birth

_ Legal Release Date Legal Release Date

Jl Elapsed Days - CDOB to Legal Re| Elapsed Days - CDOB to Legal Re

ie E|Operat
_ [ Childs Date of Birth | >= —pe- 17172010 ) AND
_ [ Childs Date of Birth | <= - 3/30/2010 ) AND
[ Legal Release Date Is Not Ni/ ]

_| B] Filter Field Name | Operatior| Value Operator

[ lopelles or Filel Fild HEIE
Filter Field Name: |Chids Date of Bith

/alued] |01/01/2010
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6. Select the ‘Run Report’ icon to view the report.

7. The Report will appear on the screen and will give you the option to print it.



| Release Date| Elapse:
6/7/2010
6/4/2010 6/7/2010
6/5/2010 6/10/2010
6/5/2010 6/10/2010
6/4/2010 6/7/2010
6/4/2010 6/7/2010
6/4/2010 6/7/2010
6/5/2010 6/7/2010
6/6/2010 6/10/2010
6/5/2010 6/7/2010
6/5/2010 6/7/2010
6/4/2010 6/7/2010
6/5/2010 6/7/2010
6/5/2010 6/10/2010
6/5/2010 6/10/2010
1/5/2010 1/8/2010
1/8/2010 112/2010
1/8/2010 11242010
1/6/2010 1/9/2010
1/7/2010 11172010
1/7/2010 1/12/2010
1/8/2010 11242010
1/7/2010 1/12/2010
1/8/2010 11472010
1/6/2010 1/9/2010
1/6/2010 1/3/2010
1/6/2010 1/3/2010
1/6/2010 1/3/2010
1/7/2010 1/11/2010
1/7¢2010 dat/on1n

Importing into Excel Spreadsheet
Note: These instructions are written to be compatible with Excel 2007 or greater.

For older versions of Excel, please visit the Microsoft website: http://office.microsoft.com/en-
us/excel-help/

1. Perform steps 1-5 in the ‘Preparing and Printing an Adhoc Report’ section

]

2. Select the “Save to File” icon.



http://office.microsoft.com/en-us/excel-help/
http://office.microsoft.com/en-us/excel-help/

In the ‘File Output’ window, select the folder you want to save the file to:

I8l x]

Look Ir: IQ C

[ My Data Sources
[ My Music
[;"l My Pictures

o811 pdf
20711 statutesFinal. pdf

ActiveReportz Document.pdf
AOP.pdf

curriculurn grid 2017 pdf
facts of death verification.pdf

File Marne: |

[~
et “
Ey Docunents and 5 ettings
29 vlarinelis1 4
ey Ay Documents
[ Downloads
||
[ |

¥ Fized Width € Comma Delimited

)4 | Cancel

4.

Name the file in the ‘File Name’ field and indicate that the file should be saved as a text file
(-txt)
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5. Select ‘Comma Delimited,” then ‘Ok’.
T

File Name: Ireleasedays.txt

" Fixed Width &« Comma Delimited

6. Open Microsoft Excel

7. Select ‘From Text’ from one of the ‘Get External Data’ under the ‘Data’ menu.
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8. Select the file you saved in steps 2-5 of this section.
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9. Select 'Delimited’ then ‘Next’ for step 1 of the “Text Import Wizard
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The Text Wizard has determined that your data is Delimited.

F - If this is correct, choose Next, or choose the data type that best describes your data.

riginal data type
Choos i

pe that best describes your data:
- Characters such as commas or tabs separate each field.
" Fixed width - Fields are aligned in columns with spaces between each field.
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10. Select ‘Comma’ under the ‘Delimiters’ section, then next for step 2 ‘Text Import Wizard’
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11.Then select ‘Finish’ in Step 3 of the “Text Import Wizard”
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12.Excel will ask ‘Where do you want to put the data?’ (i.e. what cell you want it to begin importing
to). Select the cell you want to begin at and then ok.
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13.OPTIONAL: Once the data is imported, the columns can be renamed.

Clipboard ] Font ] Alignment
;B Date of Birth  Legal Release Date _Elaspe Days from Child Date of Birth to Legal Release
2 | 6/4/2010 6/7/2010 3
3 |  6/4/2010 6/7/2010 3
4| 6/5/2010 6/10/2010 5
5|  6/5/2010 6/10/2010 5
6 |  6/4/2010 6/7/2010 3
7 | 6/4/2010 6/7/2010 3
8 | 6/4/2010 6/7/2010 3
s |  6/5/2010 6/7/2010 2
0| 6/6/2010 6/10/2010 4
11| 6/5/2010 6/7/2010 2
12 | 6/5/2010 6/7/2010 2
13 | 6/4/2010 6/7/2010 3
14 | 6/5/2010 6/7/2010 2
15| 6/5/2010 6/10/2010 5
16|  6/5/2010 6/10/2010 5
17|  1/5/2010 1/8/2010 3
s | 1/8/2010 1/12/2010 4
s | 1/8/2010 1/12/2010 4
PO | 1/6/2010 1/9/2010 3
b1 |  1/7/2010 1/11/2010 4
P2 |  1/7/2010 1/12/2010 5
D3 | 1/8/2010 1/12/2010 4
ba | 1/7/2010 1/12/2010 5
D5 | 1/8/2010 1/14/2010 6
D6 | 1/6/2010 1/9/2010 3
p7 | 1/6/2010 1/9/2010 3
D3 | 1/6/2010 1/9/2010 3
D9 | 1/6/2010 1/9/2010 3
Bo |  1/7/2010 1/11/2010 4
B1|  1/7/2010 1/11/2010 4
32| 1/8/2010 1/12/2010 4
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14. OPTIONAL: Sort the data using the ‘Sort & Filter Function’ L=~
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' Column Sort On Order
1 | oo [Sortby VI I‘v‘alues VI IA toZ vl
2 6/4/2( Date of Birth
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