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Resources for ODS Staff Reporting



Create Your Own Reports to Verify Data

Staff Report Center (Ad-Hoc Reporting)

Create reports for Staff/Payroll data

Add Charts!

Filter Data!

Bookmark and Share Data!

Export to Excel!



Writing Custom Reports



Writing Custom Reports



Writing Custom Reports



Writing Custom Reports

Additional options on the left side 
panel for your query output 
results.

Export to Excel – results will be 
static

Bookmark will save selects and 
can  send to other ODS users –
results will be dynamic 



Save Custom Reports

Bookmarked reports will 
automatically align to users’ 
access.

Ex:  Campus staff will only see 
results for their campus



Error Message

Report Notice – when selection cannot be 
retrieved.  No damage – just try again!  



Customize Existing Reports



Customize Existing Reports

Select from available data elements.  Can create 
a new column for multiple years 



Customize Existing Reports

Customize also includes delete, change year, 
display and grouping



Focus Lists

Focus Lists will be static so recommend a 
name with time it was run.  
Can also upload CSV files.  
Search articles for assistance!  



My Dashboard

Add Bookmarks widget to My Dashboard 



My Dashboard

Can also track certain Staff statistics 



ODS HELP Resources

Utilize the Help Center Resource! 

Found in upper right-hand corner of the screen



Upcoming Staff Sessions

Additional deep dives into specific Staff area reporting are scheduled. 
Use the Training – Webinars  (Future search for Staff) to identify sessions.



Q&A / Follow-Up

We thank you for your time today and appreciate your feedback.

Utilize the ODS Ticket System for on-going follow-up/questions/issues/requests!  


