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Selecting and Using Reports

TRACCESS CI makes a wide range of reports readily available. You can run reports on demand
or you can schedule reports to run automatically at specified intervals. You can also share
reports via email with others.

This Guide reviews the key functions you perform to prepare TRACCESS CI reports:
Choose a report type

Define report template criteria and filters

Generate the report

View the report

Export the report

Choose a Report Type
The reports you can access and what you can report on depends on your role and where you

are assigned in the system. If you have multiple roles, you will have access to all the report
types for each role.

Supervisors can run reports about the learning status and progress of team members.
Learners can run a Self Qualification report listing the status of all learning assigned in their
current job and a Lifetime report listing all learning they have completed in the organization.

Depending on your role, your Reports manager may look like this sample.
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[ Organization ] Details Type Description
[ e ] m] Activity Integrated The Activity report shows actions that have been performed by.
m] Custom Excel Report Sample Custom Excel Report
Reports T Data Change History Integrated The Data History Report displays a history of changes in data of ...
h Report Templates mEprrt Integrated The Export Report provides a comma seperated text file of empl...
E Crganization Integrated The Oganization Report showes each selected Organization Unit .
@ On Diemand Report Templates FProcess Model Integrated The Process hodel Report shoves the selected ProcessesiProc...
‘.[I Rey m] Gualification Integrated The Qualitication Report displays the knowledge, capahbility, and
',;‘ m] Gualification (Compact) Integrated The Compact Gualification Report displays the knowledge, capa
= m] Gualification Gric Inteqratec The Qualification Grid provides the knowledoe and capability sta
m] Gualification Pie Chart Inteqratec The Qualification Pie Chart displays summary data of the overall
E Gualification Summary Integratec The Qualification Summary Report displays detailed summary da...
m] Recualification Integrated The Requalification Repaort provides the gualification status of ta.
m] Summary Integrated The Summary Report provides a summary tatsl for each learner ..
m] Task Completion Integrated The Task Completion Report provides a complete or incomplete f...
m Task Summary Integrated The Task Summary Report provides a list of overall task statuse.
E Training Informestion Integrated The Training Information Report is a version of the Quslification ...
E Unigue Employees Custom Crystal Report
E Unigue Tasks Custom Crystal Report

TRACCESS includes numerous report types. Your organization may have added customized
reports, which function in the same way. Most employees only need or use a few of the report
types. If you need other types, contact your System Owner or Operational Administrator.

The first step in running a report is creating a report template. For any report type, you can
have several report templates. For example, you might run a full Qualification Report for all
team members on all Tasks, or modify the template to run a report that separates Employees
from Contractors, or choose a third version that focuses on critical Tasks.
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To create a new report template:

TRACCESS CI Quick Reference Guide

Reports

1. Click Report Templates in the Reports manager then click the New Report Template

button in the Ribbon.

2. Inthe dialog box that opens, click the arrow on the Report Type dropdown menu to view the
available report templates. When a Report Type is selected, a dialog box opens showing a
description and sample image of the report type.

3. Click OK to continue. A Template Wizard will open for the selected Report Type.
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A Template Wizard consists of
a number of criteria pages—
the number of pages and
options within those pages
vary among different report

types.

The criteria page names are
listed on the left, and the
options for each page is on
the right.

To complete the template,
you can select click on the
criteria buttons on the left or
move through each page
using the Previous/Next
buttons.
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Select Organization Report Properties.
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Define Report Template Criteria and Filters

The Template Wizard will guide you through the process of setting criteria and filters for your
report. These selections help you tailor your reports to your information needs.

Criteria you select are applied each time you run a report. Keep your criteria as broad as
possible so future reports automatically include changes to Sub Processes and Tasks. For
example, if you select a higher node in the tree, that selection will automatically apply to
everything below as in the image on the left. However, if you individually select each of the

items below that node, as in the image on the right, TRACCESS will remember these as explicit
selections.

E||:| ﬁ Uriversal Enterprizes E‘Dn Uriversal E nterprises
Dgg Leamerz - Leamers
£~ W0 Department Dgg Department
-0 il Job Description il Job Description
EI ii Physical Location Dii Physical Location
% Learners CIif Leamers
UE &fica g UE Africa
il UE Artarctica [CJi{d UE &ntarctica
ij UE Asia ﬁ UE Agia
ij UE Australia il UE fustralia
ij IIE Europe ii UE Europe

ij UE Morth America

[#] ii UE Morth America
@[l UE South America

Dﬁ UE South America

While these two examples look similar, when the company adds a new geographic area to the
Physical Location information, the new area will be automatically included in the output from
the first template, but not from the second.

You may choose to add a filter to limit report information. A dialog box appears that guides
you through the object, property, and comparison filter criteria.

Edit Organization Report Templete: Templs

Select Organization Report Filters
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After you add filters, you can select whether TRACCESS should consider the filters separately
or together.
o If Match All is selected, TRACCESS will only include results that meet all criteria (e.g.,
all Tasks completed by Contractors that nominally took more than 8 hours).
e If Match Any is selected, TRACCESS will include results that meet any criteria (e.g.,
Tasks either completed by Contractors OR those that took more than 8 hours).

Check the Show Filters In Report option so you can
easily see which criteria were used to generate the report.

) Match All
(#) Match Any

howFiItersIn Report
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Each report type has a Format criteria

page. There you select how you want Pagerory  Seetviewmamaiingtomat

the report displayed in TRACCESS, and Oraamzaton Uni® | view fomat Misosot sl J
you can also choose if you want the [ emary ocess p—— T“::ZEESSH : -
report emailed and the format you T | e norsese e e

prefer for the email attachment. QI et ot bosuert

Click OK to apply your preferences and o
to finish creating your Template. Q{

Format

The template will be added to the
Report Templates section and you will
have an opportunity to name/rename
your report. This section will track and
list the Report Type, Author, Date Last
generated and the number of reports
generated against this particular

Next

OK ] [ Cancel ] [ Apply ] [ Help ]
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You can access other report functions Generate Duplicate Edit Template| Share |Reports
from the Ribbon, notably Share the “Templates. |

template with others.

Generate the Report
You can run the report immediately after completing the Template Wizard or later. To run the
report, right-click on the report title in the context pane then click Generate Report.

My Job Title: Authar Type Diate Last Generated

arber, Thomas Gualification Grid

Organization :;:__;:'":--; e D

Processes Generate Report...

Reports Ediit Template...

Wk Report Templates Duplicate

Rename
@ On Demand Repart Templates

Shared With

:T‘ Reports

Add descriptive detail in the dialog Generate Report
box that appears. Here you can
also check the box to indicate if Title [Group Manthly |
you want to receive an email Subtitle [l groups, all tearmers |
when the report has been Description [For August, 2012 |
generated. Lajout [r -]
Click Generate to continue. [¥]send emaitwhen report completes.

[ Generate ] [ Cancel ] [ Help l

The report will be generated in the

background even if you log out of TRACCESS. While the report is generating, it will display a
small blue dot on the report icon which will clear when generation is finished. Although most
reports run quickly, larger reports may take longer.
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View the Report

To view a report, click on the report title then click View in the dialog box that opens. If you
selected the Word, PDF, or Excel format when preparing the Template Wizard, the report will
open in that application.

xil From Template: P

Date Generated Drescription File Size “iew Format
418/2013 251:30 PM 2KB M3 Excel 2003 ..

View ][ Delete ][ Edit Description... ][ Generate

Export the Report

To easily export a report into another format, save the report in the TRACCESS report format
when completing the Template Wizard.

When the TRACCESS report opens in the View function, a Ribbon appears with an Export and a
Print button at the top left. Click the Export button to view the file format options available
for the export function. As shown, you can export the TRACCESS report data in multiple
formats. However, these two formats are recommended: PDF when you want to share the
document with other employees; MS Excel Data-Only when you want to manipulate the data.

Export

x

Export  Print

File Format:
[Crystal Reports (RPT) =
Pag| v Crystal Reports (RPT)
i+
PDF,

Microseft Excel (97-2003)

| — M ft Excel (57-2003) Data-Only
@ 5 Parameters E or I icrosoft Exced ata-0n I

Microseft Word (97-2003)

ET

Microseft Werd (97-2003) - Editable
Main Report |

Rich Text Format (RTF)
XML

Note: Learners and managers also have the option of quickly viewing qualification
information by running reports directly from the Organization manager with
On Demand Reports. The templates for on demand reports are created in
the same way as standard reports, except no Organization Units or Learning
is selected, since this is determined from where you run the reports from. On
Demand Reports are most beneficial for managers who need to view specific
information quickly.

This completes the review of key report functions in TRACCESS ClI.
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