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RUN, SORT, EXPORT REPORTS

This guide will show you the steps for running, sorting and exporting reports, including:
¢ Sorting contents in My Contents folder

e Sorting contents in a report

NAVIGATION

1. To begin this process, login to myUFL and navigate to:
NavBar > Main Menu > Enterprise Analytics > Access Enterprise Analytics

2. Click on the My Content folder or the Team Content folder.
a. the My Content folder is used for your personal reports
b. the Team Content folder is used for reports shared by you and other members of your team.

SORT A FOLDER

:_._ myUFL Enterprise Analytics v

@ [ My content + ¥ Sort by
Q o By business function @ Name

12/9/2019 5:37 PM

By feature O Modified
D ) 11/14/2019 2:46 PM

Type
[Q By industry Oy
o 2/4/2020 2:43 PM
Order
| @ Ascending

QO Descending

If you would like to sort the contents of your folder, click the Sort icon. Reports can be sorted alphabetically or by the date
the report was last modified.
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SORT A REPORT
1. This time instead of using the My Content folder, we will use the Team Content folder as an example

myUFL Enterprise Analytics

Home [ Team content } Shared Folders YTl

S — RA4ZHNZR: List Honor Students for Fall 2018
b grae/2019 4:ar M

RACSLWDN - Law Dean List
@it B 522019 a1mm "

Student Data Workshop

feam content O 8(1/2018 10:00 AM

. Send tn Frtarprise Analytics Team
Reportrng senvices B 3f4f20203:51 £1l"l v
Recent 0 Reporting Services

(7/2020 2:10 FM

5/22/2019 3:30PM

OneUF
9/11/2019 3:05 PM

o New Folder
Af23/2020 3163 PM

Celeteme
6/25/2018 8:45 AM

2. Click the blue title of the report to run the report.
e Note: Report titles that are gray indicate restricted access.

RAQ9LWDN - Law Dean List

fay
:
D Select Enrollment Term:
Eligible Law Dean List requires Hours == 12, GPA »= 3 30. Grads not
Dy ipti lude SIS+
CAN CEL F | N | SH eserton E:;u;e Students with Grads I*, N*, or U*
@ i Please contact reporting-services@ufl.edu with any questions or
- comments.
Last Modified:  9/25119
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3. Enter the required prompts and any optional prompts you wish to use on the report.

RAQSLWDN - Law Dean List

Select Enroliment Term:

o Enroliment Term Long Des V|

— Enrcliment Term Long Description

Required Prompts

—————————————————————————————— FINISH

_UFan201s

@B B D oD

Fall 2019

Fall 2020

Fall 2021
Spring 2019
Spring 2020
Spring 2021
Spring 2022
Summer 2019
Summer 2020

Summer 2021

4. Select Fall 2019.

RAQILWDN - Law Dean List

Description:

Inquiries:

Last Modified:

Eligible Law Dean List requires Hours >= 12, GPA >= 3.30. Grads not
include 5/5+.
Exclude Students with Grads I*, N*, or U*

Please contact reporting-services@ufl edu with any questions or
comments.

9/25119

e Note: Sometimes you will have different types of prompts. These might include: dates, key words, choices, etc.

RAQ9LWDN - Law Dean List

@
2
[  selectEnroliment Term:
= a°*||Ea||2019 v|
CANCEL FINISH
®©

RAOILWDN - Law Dean List

Description:

Inquiries:

Last Modified:

Eligible Law Dean List requires Hours == 12, GPA >= 3.30. Grads not
include S/S+.
Exclude Students with Grads I*, N*, or U*

Please contact reporting-services@ufl.edu with any questions or
comments.

9/25/19
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5. Click Finish.

RAOYLWDN - Law Dean List ~

'G] UF | Academic Business Name UFID Privacy | Race | Eligible | UF LAW Hours | Dean List = Term UF e-mail Address
Class = Program Flag Course | Earned(exclude GPA GPA
—  Levell GPT SIS+) Calculation
Q Total
2 LWLAW  Powers,Rae A 31123141 N W 5334 16 3.334 3330 rpowers@ufl.edu
2 LWLAW  Ballou Kiersten N 90531576 N W 4736 14 3.383 3380 kballou@ufl.edu
II' 1 LWLAW  Phillips,John C 17601199 N W 4466 13 3.435 3430 john.phillips @ufl.edu
® 2 LWLAW  Douglas Kiana R 70636819 N H 5333 14 3.809 3.800 kianardouglas@ufl.edu
1 LWLAW  Coldiron,Jared T 31140196 N W 4531 13 3.485 3480 jcold9@ufledu
1 LWLAW  GeigerEric H 67938158 N W 49 13 3.769 3.760 e.geiger@ufl.edu
3 LWLAW  Proper,Faith Lynae 89160382 N w 56 14 4 4 fproper@ufl.edu
2 LWLAW  Cappadonna,Barrett 41591711 N w 59.35 16 3.709 3.700 bcappadonna@ufl.edu
D

6. The filtered report loads.

RAQOSLWDN - Law Dean List

mm v B - - - Privacy = Race | Eligible | UF LAW Hours | Dean List | Term UF e-mail Address
G] + ? - J’ ~ 2 @ FS E Flag Course | Earned(exclude GPA GPA
? Lever Sort in Layout _(l_BOFl’;; SIS+) Calculation
2 RU[ DY) Ascending N23141 N W 5334 16 3334 3330 rpowers@ufl.edu
(! ; .
2 w4 ! Descending £31576 N W 4736 14 3323 33230 kballou@ufl.edu
(= el Don'tsert
1 LwL4 Other Sort Options F01199 N W 4466 13 3435 3430 john_philips@ufl.edu
Edit layout sorting...
® 2 LWLAW  Douglas, Kiana R 70636819 N H 5333 14 3.809 3.800 kianardouglas@ufl.edu
1 LWLAW  Coldiron,Jared T 31140196 N W 4531 13 3485 3480 jcold9@ufl.edu
1 LWLAW  Geiger,EricH 67938158 N W 49 13 3769 3760 e.geiger@ufledu
3 LWLAW  Proper,Faith Lynae 89160382 N w 56 14 4 4 fproper@ufl.edu
2 LWLAW  Cappadonna,Barrett 41591711 N w 5935 16 3709 3700 bcappadonna@ufl.edu
D
© Training and Organizational Development Updated: January 13, 2021
Human Resources Page 4 of 8

University of Florida, Gainesville, FL 32611



Training & Organizational
UF Development UF myUFL

Human Resources .
UNIVERSITY of FLORIDA Student Information System

7. You can sort by clicking on one of the column headers, then click the Sort icon. Then, select your sort options.

FILTER A REPORT

1. Filtering follows a similar process.

RAQ9LWDN - Law Dean List

G]_ UF | Academic Business Name UFID Privacy | Race | Eligible | UF LAW Hours | Dean List | Term UF e-mail Address
Class | Program Flag Course  Earned(exclude GPA GPA
— Levell GPT SIS+) Calculation
Q Total
2 W 4736 14 3.383 3380 kballou@ufl.edu
Include Mull
[E 1 LWLA 199 N W 4466 13 3.435 3430 john.philips@ufl.edu
Exclude Mull
m 2 LWLA Create Custom Filter.. 819 N H 53.33 14 3.809 3.800 kianardouglas@ufl.edu
® 1 LWLAW  GeigerEric H 67938158 N W 49 13 3769 3760 e.geiger@ufl.edu
3 LWLAW  Proper,Faith Lynae 89160382 N w 56 14 4 4 fproper@ufl.edu
1 LWLAW  Coldiron Jared T 31140196 N W 4531 13 3485 3480 jcold9@ufl.edu
2 LWLAW  Cappadonna,Barrett 41591711 N w 5935 16 3709 3700 bcappadonna@ufl.edu
D

2. To filter, click on the column header. Then, click the filter icon.
3. Click Create Custom Filter.
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Business Name

Academic
Program

1 LWLAW  Phillips.John C

2 LWLAW  Douglas,Kiana R

1 LWLAW  Geiger Eric H

3 LWLAW  Proper,Faith Lynae

1 LWLAW Coldiron,Jared T

2 LWLAW  Cappadonna,Barrett
D

1 LWLAW  McDonald.Ethan

2 LWLAW  Powers,RaeA

2 LWLAW  Tanase Kaley E

1 LWLAW  Agudelo,Claudia

1 LWLAW  Cundall Kyra

1 LWLAW  Pestcoe Zachary

Alan

UFID Privacy Race Eligible UF LAW Hours = Dean List | Term UF e-mail Address Local Lo
Flag Course Eamed{exclude GPA GPA Address  Add
GPT SI5+) Calculation Line 1 Lin
Total
"""""" W 4736 14 3383 3380 kballou@ufledu 9883 N
ay
Filter condition - Academic Program X
17601198
. St
Individual Condition ¢
T063681¢ -
Available tems Selected items
6793815¢
o St
), Search v © wmanually input items 13
8916038: w
[0 selectal Keep these values v
»
3114019€ B Lweaw LWLAW °
we
41591711 Sw
it
19935592
g
t2
324 Nw
e
18049931 3w
e
TN L Remove all 13
9963557¢
ic
“  Advanced settings
2321839¢
r
20
10179131 OK | | Cancel Sw
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4. Select the options you would like to filter by. Then, click OK.

'G]' UF | Academic
Class | Program
—— | Levell
Q ,
[El 1 LWLAW
IEI 2 LWLAW
@ 1 LWLAW
3 LWLAW
1 LWLAW
2 LWLAW

RAO9LWDN - Law Ds

vacy Race Eligible UF LAW Hours = Dean List

[ Run HTML lag
Run PDF W
Run Excel
Phl W
Run Excel data
Do [*] RunCSV H
Geiger, Eric H 67938158 W
Proper Faith Lynae 89160382 W
Coldiron Jared T 31140196 w
W

Cappadonna,Barrett 41591711
D

Course  Earned(exclude GPA
GPT SIS+) Calculation
Total

4736 14 3383

4466 13 3435

5333 14 3.809
49 13 3.769
56 14 4
4531 13 3.485
5935 16 3709

5. To export a report, click the arrow icon. Then, select the output type you would like for the exported report.
Note: Some prompts may appear at the end, such as selecting a date. Select the option you want applied to the

exported report.

6. Click on “Run Excel”. The file will be downloaded on your computer.
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Law Dean List - Excel

File Home Insert Draw Page Layout Formulas Data Review View Help Team
I_:% Eut Andale WT Jo dA A | B B+ 2B WapText General = @ Normal Bad
[ Copy ~ -

Paste Conditional Format as lzl E

« <F Format Painter Ty~ S Merge & Center ~ | § ~ 9% 9 Formatting ~ Table ~ X'D

Clipboard = Font 1] Alignment = Number
Al < 5 UF Class Levell
A B L D E F G H

1 | UF Class Level1_| Academic Program Business Name UFID Privacy Flag | Race Eligible Course GPT Total = UF LAW Hours Eamed(exclude S/5+)
2] LWLAW Powers, Rae A 31123141 N W 5334 16
3P LWLAW Ballou,Kierstan N 90531576 N W 4736 14
4N LWLAW Phillips,John C "7601199 N W 4466 13
5% LWLAW Douglas.Kiana R 70636819 M H 53.33 14
6 M LWLAW Caldiron Jared T 31140196 N W 4531 13
7 M LWLAW Geiger Eric H 57938158 N W49 13
8 3 LWLAW Praper Faith Lynae 89160382 M W 56 14
9 2 LWLAW Cappadonna,Barrett O 1891711 N W 59.35 16
101 LWLAW McDonald,Ethan 19935592 N W 4796 14
1% LWLAW Tanase,Kaley E 18049931 M W 43.99 13
12 LWLAW Agudelo Claudia 9635579 N o] 5132 15
13_'1 LWLAW Pestcoe Zachary Alan M0179131 N w 5202 14
141 LWLAW Cundall Kyra 23218393 N W 4898 14
1572 LWLAW Butcher, Curran James "16305181 N w o &77 16
16 1 LWLAW Behan,Christina N 51352161 N W 4837 13
1773 LWLAW Badger,Mackenzie Clark M0692962 M H 43.29 13
1872 LWLAW Rubin,Hanna Beth 56612199 M W 61.03 16
191 LWLAW Blakeney Joshua R 71970072 N W 5132 14
201 LWLAW Usman Muhammad M7783307 N o] 6134 17
211 LWLAW Pina,Camila 05780621 N H 49.32 14
2N LWLAW Cognasi.Anthony Mark "9511581 N W 5399 14
23N LWLAW Mader Kelcee L 49761308 N W 4799 14
241 LWLAW Otis, Caitlin N 0127424 N w52 13
el LWLAW Kim Sang Wan 03137958 N o] 4768 13
26 2 LWLAW Campbell, Sebastian F 54296951 N W 483 14

7. The downloaded report.

ADDITIONAL HELP

Technical issues, contact the UF Computing Help Desk
352-392-HELP

Policies and Directives, contact the University of Florida Reporting Services
reporting-services@ufl.edu
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