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RUNNING AND SCHEDULING THE DEPARTMENT TERMINATIONS AND TRANSFERS REPORT

INTRODUCTION TO ENTERPRISE ANALYTICS
RUNNING THE REPORT

The following instructions will walk you through the processes of running a report, creating a report view, setting prompts
and scheduling the report view for email delivery.

NAVIGATION

Login into myUFL and navigate to:
Nav Bar > Main Menu > Enterprise Analytics > Access Enterprise Analytics

1. To open the report, click on the Team Content folder.
e The Team Content folder is used for reports shared by you and other members of your team. The My
Content folder is used for your personal reports.
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2. Navigation to the Department Terminations and Transfers is Team Content > Campus General Reports

3. To runthe report, click the blue title of the report.

UF myUFL Enterprise Analytics v
{} Home o Teamcontent > Campus General Reports oY n
Department d Transfers
O, searcn I B 5r2p0201145pm
Departnifint Terminations and Transfers
B Mycontent

B Team content
B3 My portal pages

© Recent

K Getting Started
9O vanage
New

4. Select the options you would like to use to filter your report. You may search on DeptID and select individual
departments to include or check the Select All check box then theclick the Add selected items to your choices

arrow to have options added to the Choices box on the right. Click Finish to run the report.

UF g

»
Optional Prompts

Search and Select DeptiD(s):

I 32 I i Choices:

32010012-PH-DEANS COMMITMEN
O Selectall

[] 22000000-COLLEGE-PHAF

Add selected items to your chaices
T TTZPAAOC COP DEARS OFF

[[] 32010000-PH-OFFICE OF 1

[ 32010012-PH-DEANS CON

O.
n
B
° B 32010100-PH-COP DEAN'S

[ 22010112-PH-DC COP DEZ

[[] 22010200-PH-ADMINISTRE
[[] 22010212-PH-DC COP DEZ

[[] 22010200-PHANFORMATIC 7
4 b

Starts with any of these keywo s g o

Selectall Deselect all

Case Insensitive

CANCEL FINISH

H‘lo =

Department Terminations and Transfers

Department Terminations and Transfers

Description

Inquiries:

Last Modified

Please contact reporting-sarvices@ufl edu with any qusstions or
comments.

5/12120
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5. To search based on Department Name, change the options from Starts with any of these keywords to Contains
any of these keywords. Enter your search criteria in the Input keywords here text box then click search. Add

your choices to the Choices box. Click Finish to run the report.

Optional Prompts

Search and Select DeptD(s):

Pharmacy I

[ Selectall
[] 08071700-SG-PHARMACY =
[] 27071200-HA-PHARMACY
[] 28305000-VM-PHARMACY
[] 22000000-COLLEGE-PHAF
[] 22090000-PH-PHARMACY
[] 25040200-SH-PHARMACY
[] 25040201-5H-PHARMACY

|:| 95011110-DS0O-5HANDS-U ™
4 3

Contains any of these keyworc A

Starts with any of these keywords

Choices:

32010012-PH-DEANS COMMITMENT

32010100-PH-COP DEAN'S OFFICE

32010112-PH-DC COP DEAN'S OFFI

4 b

I Deselect all

Starts with the first keyword and contains all of the remaining keywords
{5 ¥

I Contains any of thess keywords

Contains all of these keywords
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6. The report loads filtered by the options you selected.

7. To runthe report with different Prompt criteria, click the play icon.

8. The prompt page will reload with your previous search criteria. To remove the selects, click Select All benath the
Choices box, Then click the Remove from the list of selections arrow. Add new search criteria by repeating steps

1-5.
Optional Prompts

Search and Select DeptiD(s):

| nput keywords here | Choices:

-
32010000-PH-OFFICE OF THE D/
O Selectall

~ 32010012-PH-DEANS COMMITM
n 32010000-PH-OFFICE OF 1

32010100-PH-COF DEAN'S OFFI

n 32010012-PH-DEANS CON

32010112-PH-DC COP DEAN'S O
n 32010100-PH-COF DEAN'S

32010200-PH-ADMINISTRATIVE
n 32010112-PH-DC COP DEF

32010212-PH-DC COP DEAN'S C
B 22010200-PH-ADMINISTR!

32010300-PH-INFORMATION AN
n 32010212-PH-DC COFP DE#

32010312-PH-DC COP DEAN'S C
n 320102300-PH-INFORMATIC

32010400-PH-RESEARCH | GRA
n 32010312-PH-DC COF DE# ™

4 4 32010412-PH-DC COP DEAN'S C

-
Starts with any of these keywao 4 v J

Select all Peselect all

Case Insensitive

CANCEL FINISH

9. Youcan interact with your data and refine your results by clicking on one of the column headers. Filtering, Sorting,
and Grouping are frequently used options.

10. Sorting Data

BN NENS oMLl 8
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11. Select your sort options: Ascending, Descending or Don’t Sort (remove existing sort)

S0 MACRE:S

Sort in Layout

2|l Ascending
Z| Descending
Tel Den'tsort
Other Sort Options

Edit layout sorting...

12. Filtering follows a similar process. To filter, click on the column header. Then, click the filter icon.

EMPLID § EMPL_RCD NAME I

P[F ]2 om0

Include Mull
Exclude Null

Create Custom Filter...

13. Click Create Custom Filter.

‘ EMFPLID | EMPL_RCD NAME t

wlg ]z v @-mv 0.

Include Muill

Exclude Null

I Create Custom Fil'ter..l

14. Select the options you would like to filter by. Then, click OK.
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15. To export a report, click the arrow icon next to the play button.

@ RunHTML

& RunPDF

& Run Excel

& Run Excel data
& RunCsv

& RunXML

16. Select the output type you would like for the exported report.

& Run HTML

& RunPDF

& Run Excel

& Run Excel data
& Runcsv

& RunXML

17. Select any prompts you want applied to the exported report. Refer to steps 1 - 5 if needed. Then, click Next.
18. The exported report opens in the requested format.
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SCHEDULING THE REPORT FOR EMAIL DELIVERY

The following instructions will walk you through the process of scheduling a report.

NAVIGATION

Login into myUFL and navigate to: Nav Bar > Main Menu > Enterprise Analytics > Access Enterprise Analytics

1. To open the report, click on the Team Content folder.

e The Team Content folder is used for reports shared by you and other members of your team. The My
Content folder is used for your personal reports.

wvJTLCzip-s2 Analytics v

Department Terminations and Transfers

f) ™ Teamcontent > Campus General Reports
o n 5/12/202011:45PM

o
|

o %

]
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3. Click the more options (ellipses).

(o)
o

H|lo-§<-

B Teamcontent > Campus General Reports

Department Terminations and Transfers
B 5:2200012.050m

myUFL Enterprise Analytics v

(- G

4. Select Create report view.

Hllo 2%

to Teamcontent > Campus General Reports

Department Terminations and Transfers
lE] 5/12/202011:45PM

myUFL Enterprise Analytics v

® Runas

& Editreport

] Createreport view
[ View versions

9 Createanew job
g Share

[ Take ownership
Copy or move

[@ Create shortcut

[ Delete

= Properties
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5. Name the report as desired and save to your My Content folder:

Save as

[ o] My content

m I 1- Management Slide Reports

[l 1 - PPM Projections vs Actuals by Month

[l 2FA Enrollment Report by DeptID(s) frm

[ Actively Affiliated Consultants and Employees

Destination: My content

Save as: |Report view of Department Terminations and Transfers for 32010500

6. Navigate to the saved report view and click the more icon.

ﬁ Home k& Mycontent
O‘ Search =

5/13/2020 750 PM

B Mycontent

Z0Em

5/13/2

7. Click Properties.

myUFL Enterprise Analytics

Report view of Department Terminations and Transfers for 32010500

Financial Information Tool - UFLOR Kim Example

(* Bunas

Vigw versions

Propertics

1

o

Copy or mova
Creatz shortcut
Embed

Share

Delete
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8. Click Schedule.

B My content

Course Demand Analysis
5/7/2018 2:38 PM

Fr] Team content

M) Recent

,{) Getting Started

9. Click the New icon.

Home B My content

Course Demand Analysis
- 5/7/2018 2:38 PM

My content
Team content

Recent

) Getting Started

F New @

(- g

(- G

myUFL Enterprise Analytics v

*=  Sprinkle.Holly A

E Course Demand Analysis

Created:  5/7/2018 2:16 PM
Modified: 5/7/2018 2:38 PM

Owner

Type Report

General Report Permissions

Description

I
Advanced

[l course bemand Analysis

Created:  5/7/2018 2:16 PM

Owner

= Sprinkle,Holly A

General

Modified: 5/7/2018 2:38 PM

Type: Report

Report Schedule Permissions

@ New

)

@
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10. Select how frequently you would like to schedule the report.

myUFL Enterprise Analytics v

ﬁ Home B My content [+ g NY 2Bk
Course Demand Analysis
O, search H 5720238pm Schedule
I My content
® Period
P Team content
Start
° Recent
End
I
Run every
On day(s)
D Daily time interval
7 Getting Started Options
Format

11. Select when and how often you’d like to receive the report.

myUFL Enterprise Analytics v

[+ I

K My content

< Back

Course Demand Analysis
5/7/2018 2:38 PM

[INo end date

Create schedule

H§2018-05-09 || (S

[52018-08-09

D No end date

M| TEWNIT | F|S|S

Create schedule

§§2018-08-09 || ©3:54 PM

Pl Team content

Runon

[the first

[Monday

v

v

{J: Getting Started

Prompts

of every 1 Month(s)
I

D Daily time interval

Options

Format HTML >

Delivery 12 Save >

Set values

>
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12. Use the format section to select the type of format you would like to receive the report in. Click the arrow icon

next to format type.

K My content

Course Demand Analysis
5/7/2018 2:38 PM

Search

My content
Team content

Recent

[ Getting Started

13. Check the box next to format type you would like to receive.

Create schedule

End F§2018-08-09 || ©@3:54 PM

[INo end date

Runon the first i

M; r\aay v

of every 3 Month(s)
<

D Daily time interval

Options

Format HTML >
Delivery ) save >

{). Getting Started
Prompts Setvalues 2

myUFL Enterprise Analytics v

Prompts

myUFL Enterprise Analytics v

Runon

of every

D Daily time interval
Options

Format

Delivery

§92018-08-09 || ©3:54PM

D No end date

jrthe first Y

[Monday ]

3 |Month(s) =5

=
B HTML »
&) save >

Setvalues >

HTML
PDF O

a Excel

a Excel Data

B csv
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14. Click Done.

2018-08-09 || ©3:54PM 2
End m D) HTWL
By My content [INo end date
® PDF ]

myUFL Enterprise Analytics v

Runon thefirst v

Monday ¥ [a Excel
of every 3 Month(s)
— a Excel Data O
<
D Daily time interval
B csv O
Format BExce  BHML > - A
Delivery [ save >

Prompts

Setvalues >

15. Use the Delivery section to select the how you would like to receive the report in. Click the arrow icon next to

delivery.

{J: Getting Started

FNew

myUFL Enterprise Analytics v

E My content

Course Demand Analysis -
5/7/2018 2:38 PM | Monday b

of every

D Daily time interval

Options

i Format 2R Excel HTML >
Delivery =) save 2
Prompts Setvalues >
Languages English (United States) >
PDF Select

cancat ] -
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16. To receive your report via email, click box the next to Send report by email.

F New

X Getting Started

myUFL Enterprise Analytics v

Create schedule

Delivery

v

[Monday

of every 3 Month(s)

(2 Send report by email

O Daily time interval

Options
Foimat (£ Excel HTML >
<
Delivery EJ Save >
Prompts Setvalues >
Languages English (United States) >
PDF Select
@

Carcel ]~

17. Enter the recipient’s email address.

ﬁ Feme

O, searcn

B My conten:

B 7=emconEnt

°Roccnt

£ Geting Started

New

£ Back

cf every

|__ Deily time interval
Options

Format

Delivery

Prongls

Languages

PDF

myUFL Enterprise Analytics v

G Print report

E] Save report

Create schadiule Celivery
| Manday |
() Sandreport by email
2 Monthis
Attach the report C
o >
Subject:
28 Excel HTML > -
A niew version of Suwrsz Dernand Aralys's is &
2 Cmail L{-:ij Gave >
bre:
Setvabizs 2 =
>

Engish {Unied States)

Select

cerce ] -
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18. A best practice is to send the report as a link rather than as an attachment to ensure that the recipient has
permissions to view the data. The recipient will have to log into Enterprise Analytics. Gatorlink will authenticate
their permissions.

myUFL Enterprise Analytics

Create schedule

Monday v

My content of every 3  Month(s)

Team content
(I} Daily time interval

Recent .
Options
Format (=B Excel B HtML >
<
Delivery ) Email [) save > 4
- . Include a link to the report
rompts Setvalues >
a Print report

Languages English (United States) >

¢ Getting Started L!i] Save report
PDF Select

New @
F | Cancel | -

19. If you have prompts in the report, click Set values to set the prompts for the recipient.

myUFL Enterprise Analytics

), Search

My content of every 3  Month(s)

Team content
D Daily time interval

Recent
Options
Format a Excel HTML >
<
Delivery () Email [ save > 4
Include a link to the report
Prompts Setvalues >
> a Print report

Languages English (United States)

*Q:  Getting Started l‘;‘ Save report
PDF Select

New @
. ... |-
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20. Click Set.

myUFL Enterprise Analytics v

g TS < Back Create schedule Current values Clear

), Search Monday  v| =

of every 3 Month(s)

My content -

®

Team content [ Daily time interval

Recent Options
Format a Excel @ HTML >

<
Delivery () Email =) save >
Prompts Setvalues >
Languages English (United States) >
X% Getting Started —_— Skt

B .

21. Click Create.

Languages English (United States) >

,(?’ Getting Started

PDE Select

B

22. The schedule confirmation message displays. Make sure that Schedule is set to enable.

myUFL Enterprise Analytics

[Erptiome B Mycontent @ Your schedule was successfully created.

el Course Demand Analysis
5/7/2018 2:38 PM Created:  5/7/2018 2:16 PM

Owner A fi
Q o s Modified: 5/7/2018 2:38 PM
prinkie,Holly Type: Report

A contont General Report Schedule Permissions

Recent - U

Monthly - Every 3 months on the first Mon

@ =B

HTML Excel

) Getting Started

P New @®
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