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About Export Reports

In Unite, you can run an export report to see a quick count of records that match the report
conditions, schedule a report, preview a report, or generate an output file that you can use to
import data into other campus-wide systems. Each time you run a report, the output you select
determines what Unite does with the report.

If you want to generate an export file, the following outputs are available.

Output Description

Comma Delimited File This output provides a count of returned records and a

comma delimited file with a cover sheet.

Fixed Text File This output provides a count of returned records and a fixed

text file with a cover sheet.

Microsoft Excel File This output provides a count of returned records and a

Microsoft Excel file with a cover sheet.

Quote Comma This output provides a count of returned records and a
Delimited File quote comma delimited file with a cover sheet.
Tab Delimited File This output provides a count of returned records and a tab

delimited file with a cover sheet.

If you want to see what a report looks like or generate a quick count of records that match the

report condition, you can select one of the following outputs when you run the report.
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Output Description

Quick Count Preview This output provides a count of returned records.

Report Preview This output provides a count of returned records and a
Microsoft Excel file.

You can also select the Scheduled output to set a schedule for Unite to automatically run an
export report. The following image illustrates scheduling options you have for export reports.

Schedule Report: Accepted and Enrolled by Location Condition: Whats {x]

Start Date *

04/16/2021 B
End Date

MM/dd/lyyyy B

Frequency *
Daily i
Output *

Comma Delimited File S

FileName (no .ext) *
[[] sent Data to University

Cancel Save

As illustrated in the image below, you work with saved export reports on the Exports grid.

HOME PEOPLE APPLICATIONS REVIEWS REPORTS UTILITIES EVENTS JOURNEYS

Exports | Custom | Word  Power Bl Custom | Power Bl Templates = National

+Add | 'O No. of records: 123/ 123
Drag a column header and drop it here to group by that column

1 Report Name :  Condition Name i Output i Run Run Count i Favorite i AskConditions : Delete LastUser

Applicant data \ > 210 (] o] -
Applicants Past Month X > 2 O @

ASo Monitoring Y > 14 O @

ASO Test Email Y > 2 O @

Attended M > 29 O o}

i <n2 > M 100 v items perpage 1-100 of 123 items
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As long as there is a condition saved with an export report, you can select an output and run the
report right from the grid. On the Exports grid, you can also see the number of times the report

has been run as well as the last user who ran the report.

You can add any number of export reports to Unite, and you can edit and delete reports as
needed. For each report, you select the fields and define the conditions to generate the output
you want. The fields determine which columns of data are on the report. The conditions
determine which records are included on the report. Before you can define report conditions,
you must add at least one field to the report. Each export report and report condition must have

a unique name for identification.

As illustrated in the following image, the Report Builder window provides everything you need

to add, edit, delete, and configure fields for an export report.

Report Builder: Update x

Report Fields : Admissions Report Condition : Admitted Students
Report Name *

Admissions Report

Search Available

Available Fields: Selected Fields

i
»[J Person J Reorder  Field Name Sort Order Descending? Length Delete
» ] Person Application
= Last Name First 0 = O 50 =

» [ BarAdmission
»[J Contact = Applicant Last Name First 0 = O 50 v @
»[] Contact Log addField i Last Name Recruit 0 = (] 50 = @
»[] Employiietit = Scholarship Amount 0 Ay 9 A o]

English Proficiency
'O et = Scholarship type 0 A O 20 - @
»[] Financial Aid

International
>

g Institutions
= e g || cores o

Report Output Type

Report Preview v

The Report Builder window also provides everything you need to add, edit, delete, and

configure report conditions, as illustrated in the following image.
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Report Builder: Update x

Report Fields : Admissions Report Condition : Admitted Students
Select Condition List Name Edit Condition List Name -

Admitted Students ¥ | Admitted Students

Search Available

Available Fields: Selected Fields

»[J Person Reorder  ( Field Name sign Value )
»[J Person Application
»[] Bar Admission
»[J Contact

»[] ContactLog Add Field

» [ Employment

= v Current Status Long = v Admitted v v

English Proficiency

"0 rest
»[J Financial Aid

g

International
Institutions

New Copy Discard Changes Cancel Save

Report Output Type

Report Preview v

Just as you are able to search and add fields that you want to include on a report, you are also
able to search and add fields to define the report conditions. Fields come from person and
application records.

There are a number of options you may have after you run an export report depending on the
output you select. As illustrated in the image below, the report options for an output that
generates an export file include a quick count of the returned records as well as options to
download the report, add a contact note to the person record for each person included on the
report, and select the Sent Data to University option.

Report Options x

Quick Count: Your Query Returned 1861 Record(s)

Download Admissions Report

A Hide Update Fields
[J Sent Data to University

Add Contact Note
BTN

At any time after you add an export report to Unite, you can edit or delete the report. You can

also create a new report from a copy of a report.
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