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Logging In

Open any web browser (e.g. Internet Explorer, Firefox, Safari)*. Type in the following URL (or
simply click the link): http://www.lclark.edu/~infosys/informer.html

This link takes you to the Informer page of the Information Systems website. The page provides
a link to the Informer accounts for Colleague and Benefactor, and additional Informer
information/documentation.

The Informer page of the Information Systems website
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Entrinsik Informer Reporting Tool

HOME >IT > INFORMATION SYSTEMS

T TOPInEE Informer is a web-based reporting tool used in addition to Query Builder
to access the LC Colleague database. Access to Informer is independent

of your Colleague access and approval is given on an individual basis
through the data custodians.

Our Informer setup is underway and some users have been given access,
but a full roll out will be offered over time. Please watch this website for
updates.

Click INFORMER REPORTING to access a pdf document with basic
information about the product and how to run reports. Click on the
following links to access Informer from your browser. Log-in with your
email name and password.

Colleague Live Informer

Benefactor Live Informer

To access Informer, click either on the Colleague Live or Benefactor Live link on the bottom of
the page (circled).

*Note: Firefox is preferable: it seems to work the most consistently with Informer.



Logging In cont

Clicking on one of the above links will take you to the Informer login page.

Informer’s login page:

J Entrinsik Informer - Mozilla Firefox
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Google

Informer - COLLEAGUE Live Account email support

rinsik Informer

.

To log into Informer, enter your login and password information (this is the same as your Lewis
& Clark email login/password). Click Login or hit the Enter key.



Basic Navigation

Once you log in, you are taken to the default Informer page: the Report Home page.

Report Home
© Informer, - COLLEAGUE Live Account - Mozilla Firefox (= 2]
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support Toggle Display Logout Entrinsik Informer v3.2.4 Build 32435
User: IT - Information Systems
Informer - COLLEAGUE Live Account

4E>] Report Home

Home O search [ add

(©] Report Schedules [ Category Name Description
5 2 administration System Administration for Informer

2  Admissions Admissions Reports

2 athletics Athletics Department

2  CaASRegistrar

2  Financial Aid Reports for Student Financial Services

2@  Human Resources

2  Human Resources Lists

2  Inst Advancement

2 NATS Reports

2 Residence Life Residence Life Office

2 watzek Library Watzek Library Downloads

Category Path: Home

Reports % pad
[ Report Title Foreground Background Details
@ Graduates by Term 2] ] <> [ E B details

You can return to this page from any other area of Informer by clicking on the Report Home
link on the left menu bar or the Home link in the upper left corner.

Most reports are filed under the folder name that corresponds to the department the report was
created for. (For example, Majors and Minors reports are under the CAS Registrar folder.)

When you have been given access to a report, you will be told which folder your report is under.

Note: if you are told your report is on the main Report Home page, it will be towards the
bottom of the home page, under the Reports section.




Run A Report

Click on the title of the folder in which your report resides. (The following example uses a
report in the Watzek Library folder.)

Report Home showing the Watzek Library folder
) Informer - COLLEAGUE Live Account - Mozilla Firefox

File Edit Wew History Bookmarks Tools Help D]
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User: IT - Information Systems
Informer - COLLEAGUE Live Account

£v] Report Home
oms D o B
(©] Report Schedules Category Name Description

& C Administration System Administration for Informer

2  Admissions Admissions Reports
2 athletics Athletics Department
2 cas Registrar
2  Financial Aid Reports for Student Financial Services
2@  Human Resources
2  Human Resources Lists
2  Inst Advancement

i 2 NATS Reports
2 e Life Residence Life Office

llj Watzek Library Watzek Library Downloads

Y Category Path: Home

j Reports % paa
[ Report Title Foreground Background Details
@ Graduates by Term 2] 0O <« B B details

I



Run A Report cont.

Watzek Library folder home page
) Informer - COLLEAGUE Live Account - Mozilla Firefox
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User: IT - Information Systems
Informer - COLLEAGUE Live Account

R: t H
= Repor Hore Vyatzek Library O search @ petete @ eait 5 ag

(©] Report Schedules [ Category Name Description
B iieta Maintenance There are no children categories defined

Category Path: Home > Watzek Library

Reports % add
[ Report Title Foreground Background Details

@ Course information 2] 0D < [ B & details

@ Course Information NEW 2] 0D < [ I R details

e Current Staff/Faculty 2] 0D < & [ details

& Current Students B D < EE b & details

@ Library INNOPAC students 2] 0D < [ [ details

& Student/Course Information 2] 0D < [ E & details

I

Once in the folder, you have several options for running your report:
* tothe SCREEN

e export to PDF (foreground B background = )
e export to EXCEL (foreground = background — )
* export to TAB-DELIMITED TEXT file (foreground - background & )

¢ export to XML (foreground “ background = ).

Note: running a report in foreground mode will run the report immediately and display the
results in the format requested. Running a report background mode will run the report in the
background, the report will be sent to your email account in the format requested.



1. Run Report To SCREEN

To run a report to the screen click on the report title (this example uses the Course Information
New report).

Watzek Library folder home page, showing the Course Information NEW report
) Informer - COLLEAGUE Live Account - Mozilla Firefox
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User: IT - Information Systems

Informer - COLLEAGUE Live Account

Report Ho
Q Watzek Library O search @ petete @ eait 5 ag
(©] Report Schedules

B Meta Maintenance

[ Category Name Description

There are no children categories defined

Category Path: Home > Watzek Library

Reports % add

[ Report Title Foreground Background Details

@ Course information B 0D < [ B & details
<@ _Course Information NEW > B ED e & £ o details

@ Current Staff/Faculty B 0D < [ B & details

& Current Students 1] 0D < [ E & details

@ Library INNOPAC students B 0D < [ [ details

& Student/Course Information B 0D < [ E & details

A

The report will prompt you to enter the necessary information.

Prompt page for the Course Information NEW report (a term must be entered for this report, in this
example 08/SP was entered)

) Informer - COLLEAGUE Live Account - Mozilla Firefox J
File Edit View History Bookmarks Tools Help {:}
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P Meta Maintenance submit

After entering any necessary information, click Submit.



1. Run Report To SCREEN cont.

The entire report will display within the web browser:

) Informer - COLLEAGUE Live Accoun:

Mozilla Firefox

File Edit View History Bookmarks Tools Help
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Home Support Toggle Display Logout Entrinsik Informer v3.2.4 Build 3243

User: IT - Information Systems
COLLEAGUE Live Account

Informer -

ort Home
2 - Criteria: Course Information NEWY

Term = |08/SP

port Schedules

aintenance IR
Report: Course Information NEWY Report Options: | Choose Report Option Below | Export Options | Choose Export Format Below

0 ;:;:L]l,le)ENS Instructor Instructor Email g::;si ﬁz;::r 7 :E:r:;?r Course Title
B 34416 Dr. Gregory J. Hermann  hermann@lclark.edu ADMN 100 Al Auto Billing
B 34417 Woodrich, Wendy woodrich@Iclark.edu ADMN 100 Cl Auto Billing
B 34413 Dr. Keith R, Dede dede@Iclark.edu ADMN 100 CH Auto Billing
B 34419 Meyers, Larry meyersi@iclark.edu ADMN 100 HiC Auto Billing

||| B 34420 Woodrich, Wendy woodrich@Iclark.edu ADMN 100 DR Auto Billing
B 34421 Hart-Landsberg, M marty@Iclark.edu ADMN 100 EC Auto Billing

g B 34423 McBerry, Sue mcberry@Iclark.edu ADMN 100 LO Auto Billing

G B 34424 Aas-Rouxparis, Nicole nicole@lclark.edu ADMN 100 FR Auto Billing
B 34425 Davis, Susan davis@Iclark.edu ADMN 100 IT Auto Billing

Ill B 34427 Dr. Bruce R, Suttmeier  bruces@Iclark.edu ADMN 100 JP Auto Billing.
B 34428 Osipovich, Tatiana tatiana@Iclark.edu ADMN 100 R Auto Billing
B 34429 Aas-Rouxparis, Nicole nicole@Iclark.edu ADMN 100 SL Auto Billing
B 34430 Geddes, Joann geddes@Iclark.edu ADMN 100 WM Auto Billing
B 34431 Dodds, Dinah dodds@iclark.edu ADMN 100 MU Auto Billing
B 34701 Staff ADMN 100 01 Auto Billing
B 35389 ADMN 100 Wa Auto Billing
B az7es ADMN 244 01 Practicum

Practicum
B 31707 Dr. Modhurima dasgupta@Iclark.edu ADMN 400 01 Ethnic Studies Colloquium
DasGupta
B 31692 Ms. Julie K. juliev@iclark .edu AES 110 01 High Intm Rd-Non MNatve Spk Eng.
Vorholt-Alcorn
B 31693 Ms. Christine L. Wallin wallin@lclark .edu AES 120 01 High Intm Write-Non Mative Spk.
B 31286 Yoshida, Norm yoshida®Iclark.edu AES 130 01 High Intm Comm SkI-Mon Nat Spk.
B 31695 Mr. Nathan M. Johnson  njohnson@lclark.edu AES 150 01 High Intm Cont-Bse Top N Nat Spk.
B 3169 Yoshida, Morm yoshida@Iclark.edu AES 151 01 High Interm Content Base Topic
B 31697 Staff AES 210 01 Adv Reading-Non Native Speakers
B
Done



2. Export Report To PDF
To run a report to PDF in the foreground, click on the “icon to the right of the report title.

12
To run a report to PDF in the background, click on the = icon to the right of the report title.
Informer will prompt for the necessary information.

© Informer, - COLLEAGUE Live Account - Mozilla Firefox =B
File Edit View History Bookmarks Tools Help
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After entering the required information, the report will run, the output will display as a PDF
document. (If running the report in background mode the PDF document will be emailed to you.)

Informer - COLLEAGLE Live Account | ‘ result.pdf (application/pdf Object) L3 | v

B EH L ¢w[ilixe =) = [

~
Private/Confidential - Internal Use Onty
Course Information HEW Printed: Jun 16, 2008 at 3:23:18 PM by infosys
COURSE SECTIONS Instructor | Instructor Email Course Dept Course [section |Course Title
Number [Number
4416 Dr. Gregory J. hermann@lclark.edi ADMN 100 AU Auto Billing
Hermann
24417 Vioodrich, Wendy woodrich@lclark.edu ADVN 100 <l Auto Billing
24418 Dr. Keith R. Dede dede@lclark.edy ADVN 100 CH Auto Billing
24419 Mevyers, Larry meyerstdlclark.edu ADVN 100 HK Auto Billing
24420 Vioodrich, Wendy woodrich@lclark.edu ADVN 100 DR Auto Billing
4421 Hart-Landsberg, M marty@lclark.eduy ADMN 100 EC Auto Billing
24423 MicBerry, Sue mebemy@lclark. edu ADMN 100 Lo Auto Billing
24424 A paris, Nicole n¥ edu ADMN 100 FR Auto Billing
24425 Davis, Susan davisalclark.edu ADVN 100 m Auto Billing
24427 Dr. Bruce R. Eruces@lclark.edu ADVN 100 J» Auto Billing
Suttmeier
24428 Osipovich, Tatiana tatiana®lclark.edu ADVN 100 RU Auto Billing
24429 Aas-Rouxparis, Nicole nicole@lclark.edu ADVN 100 SL Auto Billing
24430 Geddes, Joann geddes@lclark.edu ADVN 100 VN Auto Billing
24431 Daodds, Dinah dodds@lclark.edu ADVN 100 NU Auto Billing
24701 Staff ADVN 100 01 Auto Billing
25389 ADVN 100 WA Auto Billing
22785 ADVMN 244 [} Practicum
Practicum
21707 Dr. Modhurima dasguptad@lclark.edu ADVN 400 (] Ethnic Studies Colloquium
DasGupta
21692 ms. Jr:lie K. Vorholt-  julievalclark.edu AES 10 o1 High Intm Rd-tlon Natve Spk Eng
col
21693 wM&ughristine L. wallin@lclark.edu AES 120 o1 High Intm Write-Non Native Spk
allin
21256 Yoshida, Norm yoshida@lclark.edu AES 1320 (] High Intm Comm Skl-Hon Hat Spk
21695 Trh Nathan M. njohnson@lclark.eda AES 150 (] High Intm Cont-Bse Top 1 Nat Spk
lohnson
2169 Yoshida, Norm yoshidadlclark.edu AES 151 (] High Interm Content Base Topic
21697 Staff AES 210 (] Adv Reading-Non Hative Speakers
21166 ﬁ. Julie K. Vorholt-  juliev@lclark.edu AES 20 02 Adv Writing-Non-Hlative Speakers
com
21698 Yoshida, Norm yoshidadlclark.edu AES 20 01 Adv Writing-Non-llative Speakers
21257 wN&}“?.I‘\ristine L. wallin@lclark.edu AES 290 o1 Seminar-Non-Native Speakers
27550 Anholt, Debbie anholt@lclark.edu AES 244 o Practicum
21699 ;& Julie K. Vorholt-  juliev@lclark.edu AES 250 o Advanced Content-Based Topics
com
21700 'JArh Nathan M. njohnson@lclark.edu AES 251 (] Advanced Content-Based Topic
johnson
U7 Mr. Nathan M. njohnson@lclark.edu AES 260 (] Intro to Modes of Inquiry
Johnson
21360 Matthew 1. Johnston mnj@lclark.edu ART 101 01 Hist West Art-Ancient-Vedieval
21557 Ms. Heather Watkins  hwatkinslclark.edu ART 102 ] Two-Dimentional Foundations




3. Export Report To Excel

To run a report to Excel in the foreground, click on the icon to the right of the report title.
£

To run a report to Excel in the background, click on the icon to the right of the report title.
Informer will prompt for the necessary information.

) Informer - COLLEAGUE Live Account - Mozilla Firefox

File Edit View History Bookmarks Tools Help
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Entrinsik Informer v3.2.4 Build 32435 [

User: IT - Information Systems
Informer - COLLEAGUE Live Account

Home Support Toggle Display Logout

R H
@ Criteria: Course Information NEW
(€] Report Schedules —

If running the report in foreground mode, the browser will display a dialogue box that allows you
to select whether you want to open the report immediately or Save To Disk.

"3 Informer v3.2.4 - Mozilla Firefox

File Edit Yiew History Bookmarks Tools Help

Google
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@ Informer - COLLEAGLE Live Account ‘ @ Informer ¥3.2.4 8 ‘

The excel file has been generated.

Opening results.csv

You have chosen to open

results.csy

which is a: Microsoft Excel Comma Separated Values File
from: http:{finformer.Iclark.edu:8080

- What should Firefox do with this file?

Microsoft Excel {(default) v

() Save to Disk

Do this automatically for files like this from now on.

Settings can be changed in the Content section of Tools, Options.

[l OK J] [ Cancel ]




3. Export Report To Excel cont

By choosing to open it immediately, the report will run and display the output in Excel. (If
running the report in background mode the Excel document will be emailed to you.)

B3 Microsoft Excel - results

EBX

Ready

o= EYES
1 4 > ni\results /

TaYoRl =V = VU SN -

[T PO P P PR TR TN

nnT

Rl

444

AN Eaa AN aa s P

NUM

File Edit View Insert Format Tools Data ‘Window Help vy -8 X
DEeEatn gR_RY R v- @ = -4 % P -3,
Aial -0 - B ZI U S=EEB $%, W% EE -DA
A22 v A 31693

A B c D E F G 2|
1 COURSE SECTIONS Instructor Instructor Email Course Dept Course Number Section Number Course Title |
2 34416 Dr. Gregory J. Hermann hermanni@lclark. edu ADMN 100 AU Auto Billing | |
) 34417 Woodrich, Wendy woodrich@lclark.edu ADMN 100 CI Auto Billing
4 34418 Dr. Keith R. Dede dede@Iclark.edu ADMN 100 CH Auto Billing
& 34419 Meyers, Larry meyersl@lclark.edu ADMN 100 HK Auto Billing
6 34420 Woodrich, Wendy woodrich@lclark.edu ADMN 100 DR Auto Billing
7 34421 Hart-Landsberg, M marty@lclark.edu ADMN 100 EC Auto Billing
g 34423 McBerry, Sue mcberry@lclark. edu ADMN 100 LO Auto Billing
9 34424 Aas-Rouxparis, Nicole nicole@lclark. edu ADMN 100 FR Auto Billing
10 34425 Davis, Susan davis@lclark.edu ADMN 100 1T Auto Billing
1 34427 Dr. Bruce R. Suttmeier bruces@lclark.edu ADMN 100 JP Auto Billing
12 34428 Osipovich, Tatiana tatiana@lclark. edu ADMN 100 RU Auto Billing
13 34423 Aas-Rouxparis, Nicole nicole@lclark.edu ADMN 100 SL Auto Billing
14 34430 Geddes, Joann geddes@lclark.edu ADMN 100 VN Auto Billing
15 34431 Dodds, Dinah dodds@lclark.edu ADMN 100 MU Auto Billing
16 34701 Staff ADMN 100 1 Auto Billing
17 35389 ADMN 100 WA Auto Billing
18 32785 ADMN 244 1 Practicum
19 Practicum
20 31707 Dr. Modhurima DasGupta dasgupta@lclark.edu ADMN 400 1 Ethnic Studies Colloguiu
21 31692 Ms. Julie K. Vorholt-Alcorn juliev@lclark.edu AES 110 1 High Intm Rd-Non Natve
22| 3 53§!Ms. Christine L. Wallin wallin@lclark.edu AES 120 1 High Intm Write-Non Nat
23 31256 Yoshida, Norm yoshida@Iclark.edu AES 130 1 High Intm Comm Skl-Noi
24 31695 Mr. Nathan M. Johnson njohnson@lclark.edu AES 150 1 High Intm Cont-Bse Top
25 31696 Yoshida, Norm yoshida@lclark.edu AES 1581 1 High Interm Content Bas
26 31697 Staff AES 210 1 Adv Reading-Non Native
27 31166 Ms. Julie K. Vorholt-Alcorn juliev@lclark.edu AES 220 2 Adv Writing-Non-Native £
28 31698 Yoshida, Norm yoshida@lclark.edu AES 220 1 Adv Writing-Non-Native S
29 31257 Ms. Christine L. Wallin wallin@lclark.edu AES 240 1 Seminar-Non-Native Spe
30 37550 Anholt, Debbie anholt@Iclark.edu AES 244 1 Practicum
31 31693 Ms. Julie K. Vaorholt-Alcom juliev@lclark.edu AES 250 1 Advanced Content-Baser
32 31700 Mr. Nathan M. Johnson njohnson@lclark.edu AES 251 1 Advanced Content-Baser
33 31711 Mr. Nathan M. Johnson njohnson@lclark.edu AES 260 1 Intro to Modes of Inguiry
34 31360 Matthew N. Johnston mnj@lclark.edu ART 101 1 Hist West Art-Ancient-M
5 31557 Ms. Heather Watkins hwatkins@Iclark.edu ART 102 1 Two-Dimentional Founda
36 33929 Ms. Heather Watkins hwatkins@Iclark.edu ART 103 1 Three-Dimentional Founc

.:..’.”L
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4. Export Report To Tab-Delimited or XML

For either of the above report options, simply click on their respective icons:
* Tab-delimited ~ or =

e XML ¥ or ®

Then prompts are virtually the same as those for exporting to Excel (see previous instructions).

11



Customizations

The easiest way to create your own report customizations is to start by running the report to the
SCREEN (see previous instructions).

Once the report is displayed on the screen, the Report Option drop-down menu allows you to
customize fields, column headings, and sorts.*

SCREEN output with Report Options
) Informer - COLLEAGUE Live Account - Mozilla Firefox

File Edit View History Bookmarks Tools Help P

-] G-

@ v - @ /Ll} |@ http: ffinformer.Iclark. edu: 8080/ collive/protected/report{launch.do?parameter%SB0%SD. value=08%: Google Ik«,]

|| Datatel * Login | | ftp Google | | Online Campus Direct... | | Track-It! Web

Home Support Toggle Display Logout Informer v3.2.4 Build 32435 hod

User: IT - Information Systems
Informer - COLLEAGUE Live Account

Criteria: Course Infarmation NEW

[©] Report Schedules Term = [08/5P ]

0 Meta Maintenance submit

Report: Course Information NEW Report Options: Export Options I Choose Export Format Below v

COURSE p 2lele Sect "
(] SECTIONS Instructor Instructor Ern7/ Report Details Nun::ex Course Title
Customize Fields )
B 34416 Dr. Gregory J. Hermann  hermann@Icfark.edu | Customize Column Headings AU Auto Billing,
Customize Sorts
B 34417 ‘Woodrich, Wendy woodrich@Iclyrk.edu Customize Groups Cl Auto Billing,
Normalize Data
B 34418 Dr. Keith R. Dede dede@Iiclark.edu CJ Auto Billing,
B 34419 Mevers, Larry meyersi@lclark.edu HK Auto Billing
B 34420 ‘Woodrich, Wendy woodrich@Iclark.edu ADMN 100 DR Auto Billing,
B 34421 Hart-Landsberg, M marty@Iclark.edu ADMN 100 EC Auto Billing
B 34423 McBerry, Sue mecberry@Iclark.edu ADMN 100 LO Auto Billing
B 34424 Aas-Rouxparis, Nicole nicole@Iclark.edu ADMN 100 FR Auto Billing
B 34425 Davis, Susan davis@Iclark.edu ADMN 100 IT Auto Billing
B 34427 Dr. Bruce R, Suttmeier  bruces@Iclark.edu ADMN 100 JP Auto Billing,
B 34428 Osipovich, Tatiana tatiana@Iclark.edu ADMN 100 RLI Auto Billing
B 34429 Aas-Rouxparis, Nicole nicole@Iclark.edu ADMN 100 SL Auto Billing
B 34430 Geddes, Joann geddes@Iclark.edu ADMN 100 WM Auto Billing,
B 34431 Dodds, Dinah dodds@Iclark.edu ADMN 100 MU Auto Billing
B 34701 Staff ADMN 100 01 Auto Billing
B 38389 ADMN 100 WA Auto Billing

* Note: The Report Details and Normalize options will not be discussed in this documentation.
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1. Customize Fields

Select Customize Fields from the Report Option drop-down menu.

Customize Fields page

© Informer - COLLEAGUE Live Account - Mozilla Firefox Hi=]

File Edit View History Bookmarks Tools Help

Ll Datatel * Login Lj ftp Google L] Online Campus Direct... LJ Track-1t! Web

2] Do g

/u} l@ http:ffinformer.lclark. edu:8080fcollivefprotectedfview. do?action=editFields&reportId=10006_Y

Entrinsik Informer v3.2.4 Build 32435

User: IT - Information Systems
Informer - COLLEAGUE Live Account

Home Support Toggle Display Logout

BY coortrone |

(©] Report Schedules

B Meta Maintenance

Edit Fields: Course Information NEW

Current File Path Course.Sections

Field Selection  ayailable Fields

Selected Fields

@D add @D

SEC.CAPACITY remove | XSECFAC.NAME
SEC.COURSE.ND moveup | XSECFACULTY.EMAIL
SEC.CRS.TITLE SEC.DEPTS
SEC.CURRENT.STATUS move down | gECCOLURSE.ND
SECDEPTS add counter | SECNO

SECNOD SEC.CRS.TITLE
SECSHORT.TITLE @
+SEC.STUDENTS
SEC.SUBJECT
SEC.SYNONYM
SEC.TERM
XSECBUILDING
XSEC.COURSE
XSEC.DAYS
XSEC.FAC.NAME
XSECFACULTY
XSECFACULTY.EMAIL
XSEC.MIN.CRED
XSEC.ROOM
XSEC.TIMES
XSECXLIST.COUNT

fisplay Fields @ID
HSEC,FAC.NAME
HSEC.FACULTY.EMAIL
SEC.DEPTS
SEC.COURSE.NO

SEC.NO
SEC.CRS.TITLE
Oep

submit j\

Report Sample

[ COURSE SECTIONS  Instructar Instructor Email  CoUrse Dept - Course Number ;ant:e? Course Title
B 15504 Lycan, Deborah  Ilycan@Iclark.edu  BIO 200L 01 Laboratory
Laboratory
=] 98/FA_CPSY_504_01 Pederson, CPSYG 504 01 Family Therapy: Theory and

This page allows you to customize which fields are displayed in your report. To show/hide
fields on a report, simply click/un-click the check boxes to the left of the field names in the
Display Fields area (circled).

Note: If you have been granted access to fields that are not contained in the report but show as
available on this page, you may add those fields to the report. This is done in the upper portion
of the page, by selecting a field from the Available Fields column and clicking on the Add
button. It will then show in the Selected Fields column and will display on the report.

These changes will only apply to YOUR version of the report and will be applied to all formats
(PDF, Excel, etc.) of the report. A sample of the report displays in the lower part of the screen to
show what your changes will look like.

Click the Submit button to save any changes you have made.
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2. Customize Column Headings

Select Customize Column Headings from the Report Option drop-down menu.

Customize Header page

© Informer - COLLEAGUE Live Account - Mozilla Firefox A=]

File Edit View History Bookmarks Tools Help
<EI - v @ {l_l‘ l@ http:ffinformer.lclark.edu: 8080/ collive/protected;view. do?action=editHeaders&reportId=10006_Y {'{ D} {-'; ale \\}
Datatel * Login tp Google Online Campus Direct. .. Track-It! Wel
G | [ ¢ le L onl L] Track: b
A

Home Support Toggle Display Logout Entrinsik Informer v3.2.4 Build 32435 od

User: IT - Information Systems
Informer - COLLEAGUE Live Account

vl Report Home

Edit Column Headers: Course Informam
©] Report Schedules
&

Column

Field Name ustom Header

Meta Maintenance COURSE SECTIONS  @ID ]
Instructor HSEC.FAC.NAME ]
¥sec Faculty Email HSEC.FACULTY.EMAL |Instructor Email
Depts SEC.DEPTS Course Dept
Course Number SEC.COLIRSE.NO
Section SEC.NO Section Number
Long Title SEC.CRS.TITLE Course Title
submit
Repart Sample
Secti
[) COURSE SECTIONS  Instructor InstrchOu"se Dept  Course Number >SCHion Course Title
/ / MNumber
B 15504 Lycan, Deborah  Iycan@iclark.edu  BIO 200L 01 Laboratory
Laboratory
=] 95 /FA_CPSY_504_01 Pederson, CPSYG 504 01 Family Therapy: Theory and
Connie Practice
=] 92/WI_HPE_101_17  Fix, David fix@Iclark.edu GATH 101 17 Activities
B 389 Staley, Ann staley@iclark.edu  GRAD 643 07 Experimental-Degree Applicable
B 26938 Broide, Michael broide@Iclark.edu  PHYS 151 01 Physics | Motion

This page allows you to customize the headers for the columns in your report.

The pre-defined Colleague headers are displayed on the left side of the page, under the Column
header. The customizations are displayed on the right side (circled). As you can see, this report
already contains header customizations, but you may still implement your own headers. Simply
type your customized header in the box to the right of the field you want customized (in the area
circled).

These changes will only apply to YOUR version of the report and will be applied to all formats
of the report. A sample of the report displays in the lower part of the screen to show what your

changes will look like.

Click the Submit button to save any changes you have made.
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3. Customize Sorts
Select Customize Sorts from the Report Option drop-down menu.
Customize Sorts page

) Informer - COLLEAGUE Live Account - Mozilla Firefox =3
File Edit ‘iew History Bookmarks Tools Help 2

@ v v @ {Ll‘ |@ http:ffinformer lclark.edu:8080/collive/protected/view, do?action=editSorts&reportId=10006_Y I'{ [>] l'lGoog‘e Ik\]

|| Datatel ' Login | | Ftp Google || Online Campus Direct... | | Track-It! Web

. s T s ~
Home Support Toggle Display Logout Entrinsik Informer v3.2.4 Build 32435 héd

User: IT - Information Systems
Informer - COLLEAGUE Live Account
B ceportvome [ .
P Edit Sorts: Course Information NEW
(©] Report Schedules Sort ItemsBy [SECDEPTS ] © ssconcing

B Meta Maintenance O Dpescending

Then By SEC.COURSE.ND v | ® ascending

O Dpescending

O Descending

submit
Report Sample
[) COURSE SECTIONS  Instructor Instructor Email  CoUrseDept  Course Numper  Section Course Title
/ / Number

B 15504 Lycan, Deborah  Iycan@iclark.edu  BIO 200L 01 Laboratory

Laboratory

] =] 98/FA_CPSY_504_01 Pederson, CPSYG 504 01 Family Therapy: Theory and
Connie Practice =

B 92/WI_HPE_101_17  Fix, David fix@iclark. edu GATH 101 17 Activities
B a9 Staley, Ann staley@iclark.edu  GRAD 648 07 Experimental-Degree Applicable
B 2¢938 Broide, Michael broide@Iclark.edu PHYS 151 01 Physics |: Motion

This page allows you to customize which field(s) you want your report sorted by.

All fields in the report are available to sort by. To select which field you want to sort by, simply
click on the first drop-down box and select the field. You may sort in ascending or descending
order. You may also select additional fields that you would like as your 2™, 3", etc. sort criteria.
These changes will only apply to YOUR version of the report and will apply to the report in all
formats. A sample of the report displays in the lower part of the screen to show what your

changes will look like.

Click the Submit button to save any changes you have made.
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4. Customize Groups

Select Customize Groups from the Report Option drop-down menu.

Customize Groups page
©) Informer - COLLEAGUE Live Account - Mozilla Firefox (=03

File Edit ‘iew History Bookmarks Tools Help

é v v @ /Ll} l@ http: ffinformer Iclark.edu: 8080/ collive/protected)view. do?action=editGroups&reportId=10006_Y "| D] {"Grmjb

|| Datatel * Login [ | ftp |G| Google | | Online Campus Direct... || Track-It! Web

Home Support Toggle Display Logout Entrinsik Informer v3.2.4 Build 32435 2

User: IT - Information Systems
Informer - COLLEAGUE Live Account
£yl Report Home ) )
P Edit Groups: Course Information NEW
©) Report Sch
o ool Oscane
P Meta Maintenance O Descending

submit
Report Sample
[ COURSE SECTIONS  Instructor Instructor Email  CoUrse Dept  Course Number  Section Course Title
’ ’ Number
@ 15504 Lycan, Deborah  Iycan®@Iclark.edu  BIO 200L 01 Laboratory
Laboratory

=] 98/FA_CPSY_504_01 Pederson, CPSYG 504 01 Family Therapy: Theory and

Connie Practice
=] 9201 _HPE_101_17  Fix, David fix@lclark.edu GATH 101 17 Activities
B 3s9 Staley, &nn staley@Iclark.edu  GRAD 643 07 Experimental-Degree Applicable

8 B 26938 Broide, Michael broide@Iclark.edu  PHYS 151 01 Physics |: Motion

This page allows you to select which fields you would like to group your report by. Informer
allows you to group by field, then displays the report in groups of that field. Each field value
may be expanded within the report to show the data under each grouping (see the following
example).

These changes will only apply to YOUR version of the report and will apply to the report in all
formats. A sample of the report displays in the lower part of the screen to show what your

changes will look like.

Click the Submit button to save any changes you have made.



4. Customize Groups cont

Course Information New report example, grouped by the Course Number field
OLLEAGUE Live Account - Mozilla Firefox

File Edit View History Bookmarks Tools Help St

@ v - @ ﬁ |@ http:ffinformer.lclark.edu:8080/collivefprotected/report. do?action=launch&reportId=10006_Y l'] b] lv[GcmgIe Ik\]

D Datatel * Login D ftp Google D Online Campus Direct... D Track-It! Web

Home Support Toggle Display Logout Entrinsik Informer v3.2.4 Build 32435 :

User: IT - Information Systems
Informer - COLLEAGUE Live Account

Criteria: Course Information NEYY

Term = |08/SP
submit

Report: Course Information NEWY Report Options: | Choose Report Option Below & Export Options | Choose Export Format Below v

[ COURSE SECTIONS  Instructor Instructor Email Course Dept /  Course Number /  Section Number Course Title

- Course Number : 055 (4 items)

B 31357 Benowicz, Suanne benowicz@lclark.edu MATH 055 LEC Review of Algebra
B 31382 Benowicz, Suanne benowicz@Iclark.edu MATH 055 SPC1 Review of dlgebra
B 31416 Benowicz, Suanne benowicz@Iclark.edu MATH 055 SPC2 Review of Algebra
B 31437 Benowicz, Suanne benowicz@lclark .edu MATH 055 SPC3 Review of Algebra

+ Course Number : 100 (30 items)
+ Course Number : 100L (5 items)
+ Course Number : 101 (45 items)
+ Course Number : 102 (31 items)
+ Course Number : 103 (6 items)

+ Course Number : 104 (3 items)

+ Course Number : 105 (8 items)



5. Removing Customizations

To remove any customized settings you added, simply select Restore Original Settings from the
Report Option drop-down menu.

nformer - COLLEA Live Account - Mozilla Firefox [ZJ@@

File Edit View History Bookmarks Tools Help o

@ MRV @ » @ I@ http:finformer.lclark.edu:8080/collive/protectedreport. do?action=launch&reportld=10006_Y IV[ D] l' G Ik\]

Home Support Toggle Display

B coorriore |

Logout

D Datatel * Login D ftp Google D Online Campus Direct... D Track-It! Web

Criteria: Course Information NEWY

Entrinsik Informer v3.2.4 Build 32435 d

User: IT - Information Systems

Informer - COLLEAGUE Live Account

©] Report Schedules

Term

= |08/5P

submit

\eta Maintenance

Report: Course Information NEWY

Report Options:

[y TEST1

Instructor

Instructor Email

34416
34417
34418
34419
34420
34421
34423
34424
34425
34427
34428
34429
34430
34431
34701
35389

PPl ddddaddd

32785

Dr. Gregory J. Hermann
‘Woodrich, Wendy

Dr. Keith R, Dede
Meyers, Larry
Woodrich, Wendy
Hart-Landsberg, M
McBerry, Sue
Aas-Rouxparis, Nicole
Davis, Susan

Dr. Bruce R, Suttmeier
Osipovich, Tatiana
Aas-Rouxparis, Nicole
Geddes, Joann

Dodds, Dinah

Staff

hermann@iclark.edu
woodrich@Iclark.edu
dede@Iclark.edu
meyersi@Iclark.edu
woodrich@Iclark.edu
marty@Iclark.edu
mecberry@iclark.edu
nicole@Iclark.edu
davis@Iclark.edu
bruces@iclark.edu
tatiana@Iclark.edu
nicole@Iclark.edu
geddes@Iclark.edu
dodds@Iclark.edu

& Lol
Customize Sorts
Customize Groups
Normalize Data

ADMN
ADMN
ADMMN
ADMN
ADMN
ADMMN
ADMMN
ADMN
ADMN
ADMMN
ADMN
ADMN
ADMMN
ADMMN

etore Original Settings
tomize Fields

100

100
100
100
100
100
100
100
100
100
100
100
100
244

Export Options | Choose Export Format Below

Course Title

Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing
Auto Billing

Practicum
Practicum

>
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Exporting A Report From SCREEN Output

After you have run a report to the SCREEN, you have the additional option of exporting the
report into these formats: PDF, Excel, Text, XML, Saved-List, and Printable.
Any of these options may be selected from the Export Options drop-down menu from the report

output page.

SCREEN output showing Export Options

© Informer - COLLEAGUE Live Account - Mozilla Firefox
File Edit View History Bookmarks Tools Help

€ >-€

D Datatel * Login D ftp Google D Online Campus Direct... D Track-It! Web

{l_l‘ |@ http:Hinformer.Iclark.edu:SDBDIcoIIiveIprotectedj‘reportilaunch.do?listName:ASH.TEMP&action:savel| 'l P] "‘uw, ogle

Toggle Display Entrinsik Informer v3.2.4 Build 32435 ad

Home Support

Logout
User: IT - Information Systems ,‘
Informer - COLLEAGUE Live Account &5

Criteria: Course Information NEWY

(€] Report Schedules |

B Meta Maintenance submit
Report: Course Information NEWY Report Options: | Choose Report Option Below v Export Optioy(

(] ;?CL'ITRIZENS Instructor Instructor Email ;::Zsi Ez:::r 7 ;eucrr;oe: #
B 34416 Dr. Gregory J. Hermann  hermann@Iclark.edu ADMN 100 AU \
B 34417 ‘Woodrich, Wendy woodrich@Iclark.edu ADMN 100 Cl
B 34418 Dr. Keith R, Dede dede@Iclark.edu ADMN 100 CH
B 34419 Meyers, Larry meyersi@Iclark.edu ADMN 100 HK Auto Billing
B 34420 Woodrich, Wendy woodrich@lclark.edu ADMN 100 DR Auto Billing
B 34421 Hart-Landsberg, M marty@Iclark.edu ADMN 100 EC Auto Billing
B 34423 McBerry, Sue meberry@Iclark.edu ADMN 100 LO Auto Billing

g B 34424 Aas-Rouxparis, Nicole nicole@Iclark.edu ADMN 100 FR Auto Billing
B 34425 Davis, Susan davis@Iclark.edu ADMN 100 IT Auto Billing,
B 34427 Dr. Bruce R, Suttmeier bruces@Iclark.edu ADMN 100 JP Auto Billing
B 34428 Osipovich, Tatiana tatiana@Iclark.edu ADMN 100 RU Auto Billing
B 34429 Aas-Rouxparis, Nicole nicole@Iclark.edu ADMN 100 SL Auto Billing

To export to PDF, Excel, Text, or XML, simply select that option from the drop-down menu and
the report will pop up in the requested format (no additional prompting will be displayed—
Informer assumes that you want the same report that has already been run to the screen, just in a

different format).
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1. Saved-List Option

To create a Colleague saved list from your Informer report, select the Saved-List option from the
Export Options menu. Informer will prompt you to enter a saved list name (the name must use
the same naming convention that you would use in Colleague, i.e. the saved-list name cannot
contain spaces). After submitting the name, the list will be available for use in Colleague.

Create a saved-list prompt
© Informer - COLLEAGUE Live Account - Mozilla Firefox (=(=1[E3]

File Edit View History Bookmarks Tools Help

<EI - v @] /LI} l http:ffinformer.lclark.edu:8080/collivejprotectedfreport. do?forward=savelList ]“ [)1 " l\]

|| Datatel* Login || ftp Google | | Online Campus Direct... | | Track-It! Web

Entrinsik Informer v3.2.4 Build 32435 b

User: IT - Information Systems
Informer - COLLEAGUE Live Account

Home Support Toggle Display Logout

Report Home

@ Create a new saved-list

(€] Report Schedules lsthame [ |
B Meta Maintenance submit

2. Printable Option
To display the SCREEN output in a more printer-friendly format, select the Printable option.
The report will be displayed on the browser screen without the usual Informer toolbars.

Printable output

) Informer v3.2.4 - Mozilla Firefox [D@

File Edit View History Bookmarks Tools Help
v v @ {I_J‘ ‘ http:Hinformer.lclark.edu:SIJBIcholliveIprntectedj’reportilaunch.do?action=print&repovt1d=lDUOG_V&t| “ D} i" ['\]
|| Datatel - Login || ftp Google | | Online Campus Direct... || Track-It! Web
Informer - COLLEAGUE Live Account | Informer ¥3.2.4 5] ‘ .
~
Report: Course Information NEWY E|
[ COURSE SECTIONS Instructor Instructor Email Course Dept / Course Number 7 Section Number Course Title 5
B 34416 Dr. Gregory J. Hermann hermann@iclark.edu ADMN 100 AU Auto Billing
B 34417 Woodrich, Wendy woodrich@Iclark.edu ADMN 100 Cl Auto Billing
B 3441 Dr. Keith R, Dede dede@Iclark.edu ADMN 100 CH Auto Billing
B 34419 Meyers, Larry meyersi@iclark.edu ADMN 100 HK Auto Billing
B 34420 Woodrich, Wendy woodrich@Iclark.edu ADMN 100 DR Auto Billing
B 34421 Hart-Landsberg, M marty@Iclark.edu ADMN 100 EC Auto Billing
B 34423 McBerry, Sue mcberry@Iclark.edu ADMN 100 Lo Auto Billing
[ 34424 Aas-Rouxparis, Nicole nicole@Iclark.edu ADMN 100 FR Auto Billing
B 34425 Davis, Susan davis@Iclark.edu ADMN 100 T Auto Billing
B 34427 Dr. Bruce R, Suttmeier bruces@Iclark.edu ADMN 100 JP Auto Billing
B 34428 Osipovich, Tatiana tatiana@Iclark.edu ADMN 100 R Auto Billing
[, P e P Y PP = e
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Logging Out

When you are done running Informer reports, make sure to log out.
Do this by simply clicking the Logout link on the top of the page.

) Informer - COLLEAGUE Live Account - Mozilla

File Edit View History Bookmarks Tools Help
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User: IT - Information Systems
Informer - COLLEAGUE Live Account

£v] Report Home

Home O search [ add

(©] Report Schedules [ Category Name Description
BY Jieta Maintenance 2  Administration System Administration for Informer

2  Admissions Admissions Reports

2 athletics Athletics Department

2 caSRegistrar

2  Financial Aid Reports for Student Financial Services

2@  Human Resources

2  Human Resources Lists

2  Inst Advancement

2 NATS Reports

2 Residence Life Residence Life Office

2 watzek Library Watzek Library Downloads

Category Path: Home
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