CASMIS User Guide

Ad Hoc Reporting

6.7 Ad Hoc Reporting

CASMIS provides reporting capabilities through the Ad Hoc application located in the Self Service module.  The Ad Hoc application was designed to satisfy your unique data searches in those instances that CASMIS’ predefined reports do not meet your search criteria needs.  The Ad Hoc application passes filtered data to Microsoft( Access(, where you may create reports, forms, or export the data to other Microsoft( applications.
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6.1.1 CASMIS Ad Hoc Screen Layout
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The layout of the CASMIS Ad Hoc screen follows the common CASMIS design, making it easy to navigate through the Ad Hoc application.  Throughout the Ad Hoc section, you will find references to the Tool Bar, Function Bar, Tree View, Work Area, and Command Bar.  Understanding which part of the Ad Hoc screen this section of the guide is referring to will help you understand instructions, locate icons, and get the most out of the Ad Hoc application.

6.1.2 The CASMIS Ad Hoc Toolbar
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The CASMIS Ad Hoc Toolbar gives you quick access to common commands.  The File command allows you to exit CASMIS.  The View command hides or shows the main Function Bar.  Hiding the Function Bar is helpful while working with multiple applications or when you need to increase the size of the CASMIS Work Area.  The Ad Hoc command allows you to Refresh the Ad Hoc Tree View and force focus to Microsoft( Access(; which is currently a reserved feature.  The Help command provides access to CASMIS’ help files. 
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6.1.3 The CASMIS Ad Hoc Tree View
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The CASMIS Ad Hoc Tree View, when fully expanded, lists all of your current CASMIS Ad Hoc report folders, reports, and report filters.  Your report list is updated by selecting the Refresh button in the Ad Hoc Command Bar located beneath the Tree View and Work Area.  The CASMIS Ad Hoc Tree View distinguishes between program branches, reports, and filters by using three different icons.  A program branch is represented by a yellow folder, a report by a red report page, and a filter by a blue information funnel.

6.1.4 The CASMIS Ad Hoc Work Area Console

The CASMIS Ad Hoc Work Area Console is where the filter selected in the Tree View can be modified or refined.  Filters are refined by selecting the Data Field, Operator, or Value column in the Work Area, opening the drop down menu, and selecting new search criteria.

6.1.5 CASMIS Ad Hoc Command Bar

The CASMIS Ad Hoc Command Bar allows you to Load/Refresh, Save, Save As, Print, and Preview your Ad Hoc Reports.  The Ad Hoc Command Bar is located directly beneath the CASMIS Ad Hoc Tree View and Work Area.  The Load/Refresh command will update the Ad Hoc Tree View to reflect changes made in Microsoft( Access(.  The Save and Save As commands allow you to save new filters.  The Print command prints the current report at your default Microsoft( Windows( printer.  The Preview command executes your current report and filter in Microsoft( Access(.  
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6.1.6 Creating a New CASMIS Ad Hoc Report

You may create and display an unlimited number of personal reports in your Ad Hoc Tree View.  Your CASMIS Ad Hoc reports are only available to you on your PC; they are not common to all CASMIS users in your organization.  Your reports are stored in a special Microsoft( Access( database reserved for your CASMIS Ad Hoc reports.  If you create a report that you would like to share with your co-workers, you can E-Mail the Microsoft( Access( file to them.  
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Creating a Top-Level Report

A top-level report is a parent level report with no associated subordinates.  A top-level report is created using the Microsoft( Access( Report Wizard.  Access the Report Wizard by selecting Microsoft( Access( from the Windows Toolbar (Microsoft( Access( will be opened when you open the CASMIS Ad Hoc application).  Select New from the Report Tab in the Database dialog box and follow Microsoft( Access( Wizard instructions.  The name of a top-level report may not contain the underscore (_) character.  Adding an underscore character will create a Report Branch.  After returning to CASMIS, you may view the report in the Ad Hoc Tree View after selecting Refresh from the CASMIS Toolbar or from the Ad Hoc Command Bar.
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Creating a Report Branch

A Report Branch is a special type of top-level report that creates a folder where you may choose to keep similar types of reports, such as all of your CASMIS FMM reports.  A report is created using the Microsoft( Access( Report Wizard.  Access the Report Wizard by selecting Microsoft( Access( from the Windows Toolbar (Microsoft( Access( will be opened when you open the CASMIS Ad Hoc application).  Select New from the Report Tab in the Database dialog box and follow Microsoft( Access( Wizard instructions.  A Report Branch Report is created by inserting an underscore (_) character in the field name where the branch should occur.  For instance, the file name FMM_Budget would create an FMM Folder with a subordinate Budget report.  View the report in the CASMIS [image: image9.png]E= CASMIS - [CASMIS Adhoc Reporting Console - sries]
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Ad Hoc Tree View by selecting Refresh from the CASMIS Toolbar or from the Ad Hoc Command Bar.

6.1.6.3 Creating a New Report Under an Existing Branch

A new report under an existing branch is created using the Microsoft( Access( Report Wizard.  Access the Report Wizard by selecting Microsoft( Access( from the Windows Toolbar.  Select New from the Report Tab in the Database dialog box and follow Microsoft( Access( Wizard instructions.  A new report is created by inserting an underscore (_) character in the report name where all characters to the left of the underscore are the same as the target branch name.  For instance, the file name FMM_Budget created the FMM Folder with a subordinate Budget report.  Add an Execution report by creating a report with the name FMM_Execution.  View the report in the CASMIS Ad Hoc Tree View by selecting Refresh from the CASMIS Toolbar or from the Ad Hoc Command Bar.
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6.1.6.4 Editing an Existing Report’s Name or Tree View Location
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You may rename any of your Program Branches or report names using the Microsoft( Access( application.  Delete an Ad Hoc report by selecting the report in the Microsoft( Access( Report Tab in the Database dialog, right click on the report, and select Rename from the drop down menu.  Note that changing characters to the left of an underscore (_) in a report name will create a new Program Branch.  The CASMIS Ad Hoc Tree View can by modified by changing the names of your reports.  For instance, the report FMM_Obligations can be relocated to a new Program Branch by renaming the report NewBranch_Obligations.

6.1.6.5 Deleting Ad Hoc Reports

Delete an Ad Hoc report by selecting the report in the Microsoft( Access( Report Tab in the Database dialog box, right click on the report, and select Delete from the drop down menu.  A deleted report cannot be restored in CASMIS or Microsoft( Access(.  A new report must be created if a report is deleted in error.  Confirm that the report has been deleted in CASMIS by refreshing the Ad Hoc Tree View.  Refresh the Tree View by selecting Refresh from the CASMIS Toolbar or from the Ad Hoc Command Bar.
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6.1.7 Creating an Ad Hoc Filter
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A filter is used to restrict the raw data that CASMIS passes to Microsoft( Access( to only the data you need to prepare your report.  Because a filter is used to restrict data flow, a filter must always be associated with an existing report.  Before creating a new filter you must either create a new report or select a current report from the CASMIS Ad Hoc Tree View.  Create a filter by selecting the Data Field column, opening the field list, and selecting the field you wish to include in the filter.  After selecting the appropriate field, select the Operator column and select an operator for your filter.  CASMIS supports the following operators for your filter; less than, less than or equal to, equal, not equal, greater than or equal, greater than, like, in, and between.  Next, enter the value you wish to include in the filter.  You may include multiple values separated by a comma.  Select the Preview button in the CASMIS Ad Hoc Command Bar to execute the filter.  You can view your output by selecting Microsoft( Access( in the Windows( Toolbar.  

6.1.8 Saving an Ad Hoc Filter

You may save an unlimited number of filters for each or your CASMIS Ad Hoc reports.  Save a filter by selecting the Save command in the CASMIS Ad Hoc Command Bar located beneath the Ad Hoc Tree View and Work Area Console.  CASMIS will also prompt you to save any new filter or filter that you have edited before existing Ad Hoc reporting.  Use the Save As command to save your changes but not over write an existing filter.
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Ad Hoc Data Restrictions

Only users who have been assigned the CASMIS Ad Hoc application will have access to the application.  Once assigned, a user can create any type of report or filter, however, their role assignments will determine if CASMIS will pass field data to Microsoft( Access(.  For instance, a program’s financial manager may create a report that searches the ABC/M data records, but the report would be limited to only those ABC/M records that a financial manager would normally access.




































































































































































































Enter a Filter name and select OK
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