
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:  

 

 

2. Select the „Open Saved Query‟ icon:   

 



 
 

3. Select the report you would like to run from the list. 

 
 

 

 



4. The top portion of the screen displays the information contained in the report. 

 
 

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. 



 

 
 

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. 

 



 

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/


 

3. In the „File Output‟ window, select the folder you want to save the file to: 

 

 
 

4. Name the file in the „File Name‟ field and indicate that the file should be saved as a text file 

(.txt) 

 

                              

  . 



5. Select „Comma Delimited,‟ then „Ok‟. 

 
 

6. Open Microsoft Excel  

 

7. Select „From Text‟ from one of the „Get External Data‟ under the „Data‟ menu. 

 

 
 



8. Select the file you saved in steps 2-5 of this section.   

 

 
 

9. Select 'Delimited‟ then „Next‟ for step 1 of the “Text Import Wizard” 

 

 
 

 

 

 

 

 



10.  Select „Comma‟ under the „Delimiters‟ section, then next for step 2 „Text Import Wizard‟ 

 

 



 

 

11. Then select „Finish‟ in Step 3 of the “Text Import Wizard”  

 

 
 

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.  

 

 



 

13. OPTIONAL:  Once the data is imported, the columns can be renamed.    

 

 
 



14.  OPTIONAL:  Sort the data using the „Sort & Filter Function‟   

 

 

 

 

 

 


