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Basic Report Writer – Notes 

Banner 

Unit 1 Introduction to Training 

Logo 

You will need a logo for some of the exercises.  

File Name  

Stored Where?  

 

Unit 2 Argos Basics 

Argos Roles 

 Report Viewer: A person who runs reports 
 Report Writer: A person who designs how the report looks 
 DataBlock Designer: A person who creates the query to access the database to get the 

data needed by the report 

Argos Definitions 

 DataBlock   
 Created by DataBlock Designers 
 Source (parent) of reports 
 Contains the SQL query that returns the data for the report 
 Dashboard 
 Created by DataBlock Designers 
 User interface 
 May have parameters to constrain report data 
 May display information using charts and OLAP cubes 
 Report 
 Created by Report Writers 
 Design of the DataBlock query output 

 

  

Notes 



www.evisions.com  Basic Report Writer – Notes Page 2 of 17 

Last Updated 6.30.2015 

 

Login Information  

MAPS 

 Multiple Application Server 
 Access to all Evisions applications 
 Login is internal to institution 

Report Types 

Type Icon Description 

CSV 
 

 Text file 
 Comma separated value or comma delimited  
 Only columns of data 
 Commonly used by Excel 

Extract: 

   Fixed Width  
 Text file 
 Columns are a specified width 
 Commonly used to send data to external organizations 
 Data organized into Sections 

Extract: 

   Delimited 
 

 Text file 
 Columns are separated by a delimiter (can be a comma) 
 Commonly used by Excel 
 Data organized into Sections 

Extract: 

   XML 
 

 Text file 
 Commonly used to send data to external organizations 
 Data organized into Sections 

Banded 
 

 PDF 
 Commonly used to present formatted information 
 Data organized into Bands 

 

  

URL  

Username  

Password Hint  

Notes 
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Unit 3 Excel Reports 

Exercise 1 

Note: If the alternate Course Schedule DataBlock was created instead of the Budget Availability 

DataBlock, see a corresponding alternate exercise 1 below. 

 Request 

Adrian, the CFO, has asked that you create an Excel report that includes all the fields in the 

Budget Availability DataBlock. He doesn’t want anything special, just a dump of the data. 

Exercise 

Create a report that Excel can open automatically and includes the following fields.  

Fund Total Adopted Budget Total Budget Reservations 

Organization Total Budget Adjustments Fiscal Period 

Account Total YTD Activity  

Program Total Encumbrances  

Sort by Fund, Org, Acct. 

What report type will meet the specifications? _____________________________________ 

Materials 

 Budget Availability DataBlock 

Example 

 

 

Notes 
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Alternate Exercise 1 

Note: If the alternate Course Schedule DataBlock was created instead of the Budget Availability 

DataBlock, use this exercise. 

Request 

Margaret, the Vice President for Academic Affairs, has asked that you create an Excel report 

that includes all the fields in the Course Schedule DataBlock. She doesn’t want anything 

special, just a dump of the data. 

Exercise 

Create a report that Excel can open automatically and includes the following fields.  

Subject Campus Desc PTRM Code 

Crse College Desc PTRM Start Date 

Section Department Desc PTRM End Date 

CRN Maximum Enrollment Instructor ID 

Title Actual Enrollment Instructor Last Name 

Term Code Seats Available Instructor First Name 

Term Description   

 

Sort by Subject, Crse, and Section. 

 

What report type will meet the specifications? _____________________________________ 

Materials 

 Course Schedule DataBlock 

Example 

 

  

Notes 
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Exercise 2 

Note: If the alternate Course Schedule DataBlock was created instead of the Budget Availability 

DataBlock, see a corresponding alternate exercise 2 below. 

 Request 

Adrian, the CFO, has looked at the CSV report that you have given him and asks that you 

modify the report. He wants to see a report run date added to the report. 

Report Description 

Modify the existing CSV report and add in a date to indicate the run date. 

Function: Now() 

Materials 

 Budget Availability DataBlock 

Example 

 

  

Notes 

 Function 

 Variable list 

 Data Field list 
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Alternate Exercise 2 

Note: If the alternate Course Schedule DataBlock was created instead of the Budget Availability 

DataBlock, use this exercise. 

 Request 

Margaret, the VPAA, has looked at the CSV report that you have given her and asks that you 

modify the report. She wants to see a report run date added to the report. 

Report Description 

Modify the existing CSV report and add in a date to indicate the run date. 

Function: Now() 

Materials 

 Course Schedule DataBlock 

Example 

 

  

Notes 

 Function 

 Variable list 

 Data Field list 
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Define the Sections of the Extract Report 

Section Description 

Detail One row of data or record from dataset 

Title First row in report 

Header Associated with detail and groups the details by an 
expression or field 

Footer Associated with a header section and prints at the end of 
a group of details 

Summary Last row in report 

Child Associated with a parent section and always print after its 
parent 

Exercise 3  

Request 

Adrian  (or Margaret, if using the alternate exercise) comes to you again and has two requests. 

1. Does not like the date showing up as a column; wants it at the top of the report only. 

2. Adrian wants to sum all the financial data in the report. Margaret wants to know 

totals for the maximum enrollment, actual enrollment, and seats available columns. 

Questions 

Can you sum the data using the CSV report? ________________________________ 

Why or why not? _______________________________________________________ 

_____________________________________________________________________ 

What report type will you use? ____________________________________________ 

Prototype 

 

Notes 



www.evisions.com  Basic Report Writer – Notes Page 8 of 17 

Last Updated 6.30.2015 

 

Exercise 4 

Note: If the alternate Course Schedule DataBlock was created instead of the Budget Availability 

DataBlock, see a corresponding alternate exercise 4 below. 

 Report Description 

Create a report that Excel can open automatically and includes the following fields.  

Fund Total Adopted Budget Total Budget Reservations 

Organization Total Budget Adjustments Fiscal Period 

Account Total YTD Activity  

Program Total Encumbrances  

 

Sorted by Fund, Org, Acct. Include a title, a report run date, a column header row and sum all 

the data fields. 

Materials 

 Budget Availability DataBlock 

Example 

 

 

Best Practice: Create a delimited 
extract report instead of a CSV when 
creating reports for Excel. It gives you 
more flexibility in the long term.  

  

  

Notes 
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Alternate Exercise 4 

Note: If the alternate Course Schedule DataBlock was created instead of the Budget Availability 

DataBlock, use this exercise. 

 Exercise 

Create a report that Excel can open automatically and includes the following fields.  

Subject Campus Desc PTRM Code 

Crse College Desc PTRM Start Date 

Section Department Desc PTRM End Date 

CRN Maximum Enrollment Instructor ID 

Title Actual Enrollment Instructor Last Name 

Term Code Seats Available Instructor First Name 

Term Description   

 

Sort by Subject, Crse, and Section . Include a title, a report run date, a column header row and 

sum all the numerical fields. 

 

 

What report type will meet the specifications? _____________________________________ 

Materials 

 Course Schedule DataBlock 

Example 

 

 

 

 

 

Best Practice: Create a delimited 
extract report instead of a CSV when 
creating reports for Excel. It gives you 
more flexibility in the long term.  

  

Notes 
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Exercise 5 

Note: If the alternate Course Schedule DataBlock was created instead of the Budget Availability 

DataBlock, see a corresponding alternate exercise 5 below. 

Request 

You speak with Adrian and he is happy with his report. He tells you that now all he has to do is 

run the report for each fund to get the summary for each fund. You tell him you can create the 

report he needs, and group and sum the data for each fund.  

Report Description 

Modify the existing delimited report to group by fund and sum each fund group. 

Materials 

 Budget Availability DataBlock 
 Budget Availability Extract report 

Prototype 

What sections do you need to add to the report? _______________________________ 

______________________________________________________________________ 

Example 

 

 

Best Practice: Review requirements 
before creating the report.  

Notes 
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Alternate Exercise 5 

Note: If the alternate Course Schedule DataBlock was created instead of the Budget Availability 

DataBlock, use this exercise. 

 Request 

You speak with Margaret and she is happy with the report. She tells you that now all she has to 

do is run the report for each College to get the enrollment summaries. You tell her you can 

create the report she needs, and group and sum the enrollment data for each college.  

Report Description 

Modify the existing delimited report to group by college and sum the enrollment data by each 

college. 

Materials 

 Course Schedule DataBlock 
 Course Schedule Extract report 

Prototype 

What sections do you need to add to the report? _______________________________ 

______________________________________________________________________ 

Example 

 

 

 

 

Best Practice: Review requirements 
before creating the report.  

  

Notes 
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Unit 4 Text Reports 

Exercise 6 

Request  

Bethany works in the Registrar’s office. She needs to send a report to the state with the 

addresses of applicants. She shows you the report specifications and the specs show the fields 

that must be in the report, the order of the fields, and the number of characters each field must 

contain.   

Report Description 

 First line: Name of School (45), Contact Email (45), Date of Report (mm/dd/yyyy, 10) 
 Data:  
 First Name (25), Last Name (25), Street Line 1 (35), City (25), State (2), Zip (10)  
 Sorted by Zip Code, Last Name, First Name 
 Last Row: Total Count (8) 

Materials 

 Address List DataBlock 

Question 

What kind of report meets the report specification requirements? 

_____________________________________________________________________ 

Example 

 

Independent Exercise 

Create a CSV report to review the fields in the Address List DataBlock to confirm that all the 

required fields are included. 

 

Best Practice: Look for an existing 
DataBlock that meets your needs or 
can be easily modified before creating 
new DataBlocks.  

Notes 
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Unit 5 Banded Reports 

Identify Bands 

Section Description 

Detail This is where the data from the report query is printed. The 
detail will print repeatedly for each row in the report query 
dataset 

Page Header Prints at the top of every page 

Page Footer Prints at the bottom of every page 

Column Header Prints at the top of every page, underneath the Page Header 
and the Title band 

Group Header Used to structure Detail bands into groups based on an 
expression or data field. A Header is at the beginning of a 
group. 

Group Footer Falls at the end of a group, can not exist without a Group 
Header to define the group 

Child Follows after a parent band -  any band can be a parent 

Sub-Detail Displays data from a dataset linked to the report query 
dataset 

Title Prints on the first page of a report, after a Page Header 

Summary Prints on the last page of a report, above the Page Footer 

Loop Prints contents of band repeatedly, based on the number of 
times defined by the Report Writer 

 

  

Notes 
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Exercise 7 

Request 

Bethany from the Registrar’s office comes back to you. She likes having the text file report 

that you did for her but she would really like the same thing, but in a PDF. The text file is hard 

to read and sometimes she wants to print it out. 

Report Description 

The report needs to contain the following fields:  

First Name Street Line 1 State 

Last Name City Zip 

 

Sort the data by Last Name, First Name and include a total count. 

Materials 

 Address List DataBlock 

Prototype 

 

Notes 
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Exercise 8 

Request 

Bethany likes the report you just did for her but she would like to have a count of the addresses 

by admit type. Can you design the report to do that for her? 

What do we need to call in our report to return a count of addresses? ___________________ 

_____________________________________________________________________________ 

If we need to count by admit type it would be easier to do if we grouped the admit types to 

together. What kind of band would allow us to group the admit types together? __________ 

_____________________________________________________________________________ 

Where will we put the count by admit type? ________________________________________ 

How is the data currently sorted? _________________________________________________ 

Do we need to change the sort order? And how? ____________________________________ 

Materials 

 Address List DataBlock 
 Banded report from Exercise 7 

Prototype 

  

Notes 
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Unit 6 Library of Objects 
The Library of Objects provides a mechanism for saving objects, groups of objects and report 

templates. Once objects are saved in the library they be reused by yourself and others. The 

library also allows users to create Styles, or color themes, that be applied to banded reports. 

 

Best Practice: Since users can not see 
objects in other user folders we 
recommend that a folder structure be 
setup so that users can easily share 
objects.  

Exercise 9 

Add objects and a report template to your personal folder in the Library of Objects. 

Materials 

 Address List DataBlock 
 Banded report from Exercise 8 (which has branding added) 

Exercise 

Using a duplicate of the banded report from Exercise 8 add objects and bands to the Library. Add 

a template that includes the group bands and a template that does not include the group bands. 

Name of copied report: ________________________________________________________ 

Exercise 10  

Create a report using the template. 

Materials 

 Banded template stored in the Library 
 Budget Summary DataBlock or Course Schedule DataBlock 

Exercise 

Create a report using the template from the library. 

 

Notes 
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Unit 7 Schedule and Delivery 

Schedule Tasks 

Schedule Task Description 

Bursting Separate report into individual reports based upon a unique 
identifier. Usually requires report to be grouped then the burst 
identifier is the same as the group identifier. 

Copy File Copy report to a network location. 

Delete File Delete a file from a network location. 

FTP File FTP a report to a specific destination. 

Run Application Execute a batch file 

Save Execution 
State 

Create a saved state for an OLAP cube 

Send Email Send report via email. If combined with bursting and the email 
address is included in the DataBlock report query dataset, 
each individual report can be sent via email. For example, 
email letters to students.  

 

 

Notes 


