TAS Self-Service Reporting Overview

TAS provides several self-service reporting tools. This document briefly describes how to access them
and gives a basic explanation of their functionality. It does not attempt to explain how to use the tools in
detail. That information is provided through training courses provided by Advancement IT’s training
staff. For more information see the TAS Navigation and Constituent View, Fund View and My Reports
training classes.

Access to TAS Self-Service tools

To receive access to TAS’s Simple Reports and Custom Unit Reports Self-Service tools you must attend
either the TAS Navigation and Constituent View or Fund View training class. On completing those classes
you will be granted access.

TAS Analysis Tab
To locate self-service reporting tools go to TAS — Analysis tab.
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Depending on your security level you will see something like the following. The four self-service tools
highlighted are introduced below.
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Simple Reports

e Simple Reports are self-service reports designed around standard query options (or parameters)
that are combined with standard outputs (either data lists like Excel or PDF files)
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e Each Simple Report actually consists of two reports, a help report and the report itself.

e They are designed with the assumption that no special query skills and only limited introductory
training is required.

e They do assume a general level of advancement understanding and TAS familiarity so access is
granted only after completing the TAS Navigation and Constituent View or Fund View training
classes.

You will see a list of all simple reports available to use.
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e A Help report (1) which provides basic information on the report including preferred output format,
information on the report cover sheet, parameters and output
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e The report itself (2) that will consist of a top parameters sections where the values to search on are
entered, and the output displays in the bottom of the page.
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Simple Report outputs are designed to be exported as either an Excel/csv file or as a pdf using the
export button.
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The output itself will consist of a cover page and then the data / report itself. They can be viewed within
your browser window with you clicking the page advance buttons to move from page to page in the
report.
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Report Header page
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Custom Unit Reports

e Custom Unit Reports are self-service reports built by the Reporting and Analytics team for the
unit in question.

e Aseach report was designed at the request of a unit little to no training materials are provided
with the report, rather the training is provided when the report is delivered to the unit.

e They do assume a general level of advancement understanding and TAS familiarity so access is
granted only after completing the TAS Navigation and Constituent View or Fund View training
classes.

By clicking the Custom Unit Reports link, you will see a list of all the units under which a custom report
may exist. Clicking the unit name will then take you to the unit’s report directory in either a new
browser session or tab.
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Clicking on a link will take you to that Unit’s listing of custom designed reports.
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Clicking on the report name will then open the report proper.

Additional Log-in Requirements

Access to the Custom Unit Report Directory may require an additional log-in depending on which local
security network you come from. If that is your case you will first see a log-in screen like the following:
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For user name enter the domain of island a back slash and then your TAS user name.
Example: island\plummer.2

You may need to select the Use another account option if you are unable to change your username.
Then enter username as Island\plummer.2

Then enter your TAS password.
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Next click OK and you will be taken to the unit report directory selected.

This log-in will be required once per browser session. You will not need to log-in again until you close the

current browser session

My Reports

My Reports combines a graphical query tool with a number of standard output choices. It requires
intermediate query skills and a decent amount of introductory training before independent use is
appropriate. Both entry level and tool specific trainings are required before access is granted. More
information will be found from those trainings.

NOTE: My Reports is gradually being replaced by the Simple Reports tools discussed below.
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Output Screen:
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Query

Query is an additional, limited access tool that enables advance querying of TAS. It requires advanced
query skills and a significant training investment before independent use is appropriate. In general
access to Query is not appropriate. If you think your position warrants access please contact Doug
Plummer (plummer.2@osu.edu / 614-247-7097).

If you find your needs cannot be met by these tools, or you have questions in general, please submit a
ticket to the helpdesk (2-tech@osu.edu) and your request will be submitted to the Reporting and
Analytics team. You will find a report request form on the Reporting and Analytics page of the
Advancement Intranet as well
(https://advancementintranet.osu.edu/ReportingAnalysis/Documents/Report%20Request%20Form.doc
x) that can be included with your email to the helpdesk. Or you may contact Doug Plummer, Director
Reporting and Analytics, at plummer.2@osu.edu / 614-247-7097 or Don Callahan, Associate Director
Reporting and Analytics, at Callahan.254@osu.edu / 614-292-6058.




