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Introduction
The Reporting module of the Program Guides System (PGS) allows you to find information about guides, check compliance, extract data from multiple guides, compare guides, and view other system data such as user data.
Report Types
There are six report types in the system. You will only have access to those reports that match your security role (see the section on Security below for further information).

The different reports are summarised below.

Status Report

The Status Report is a general purpose reporting tool that extracts data from multiple guides. This report allows you to specify which fields you want to look at, and from which guides you want them extracted. For example, the Status Report could be used to generate a report that includes the WIL statement, the Objectives, and other information about the guide, such as the date it was published, for all published guides belonging to the School of Health Sciences.
The Status Report allows you to specify which guides you wish to report on, using filters such as College, School, Career and Guide Status, and also specify which fields you wish to appear in your report. All fields (including those on the Information Page) except the program structure can be included in the report, though fields that include tables will have the table excluded from the output.

The output from the report will be in Excel (.xls) format.

All user roles have access to the Status Report, however, you will only be able to report on guides that belong to the college/school you have access to.

History Report

The History Report allows you to view the complete update history of a specified guide, using audit data.
Every time something happens to a guide, such as fields being updated, or the status changing, the action and the user conducting the action are recorded in an audit log. The History report shows you what is in the audit log for a particular guide.

This allows you to see what happened to a guide, when it happened, and who did it.
Note that when a field is updated, the log will only record the fact that the field was updated, it will not record exactly what text was changed.

The report results are shown on-screen, and there is an option to generate the results as a PDF.

All user roles have access to the History Report, however, you will only be able to report on guides that belong to the college/school you have access to.

Comparison Report

The Comparison Report allows you to compare two guides to identify the differences between them.
You can compare guides for completely different programs, or you can compare different versions of the same program guide.

For instance, you could use this report to find the differences between the currently published guide and the new draft.

The output consists of a list of fields. The report does not show exactly what text is different, it only notes that there is a difference between the field in the two guides. Hyperlinks to each guide are also provided, so you will be able to peruse and compare the exact contents of particular fields.
The report results are shown on-screen, and there is an option to generate the results as a PDF.

All user roles have access to the Comparison Report, however, you will only be able to report on guides that belong to the college/school you have access to.
Compliance Report

The Compliance Report queries PeopleSoft to generate a list of programs with the number of students in each. The report then cross-checks the status of the Program Guide for each of these programs, and generates lists of compliant and non-compliant guides.
A guide is defined as being compliant if there are students in the program and the guide is in Published status. If there are students in the program, but the guide is not Published, then it is not compliant.

The Compliance Report can be run on all programs in a chosen college, school and/or career.

The report results are in Excel (.xls) form, with individual worksheets for compliant guides, non-compliant guides, and a statistical summary (compliance percentage by school).
All user roles have access to the Comparison Report, however, you will only be able to report on guides that belong to the college/school you have access to.

PeopleSoft Validation Report

The PeopleSoft Validation Report is only available to staff with ARG Administrator role. College and school staff will not have access to this report.
The PeopleSoft Validation Report compares data such as the program title, total units, owning school, etc. in the PGS to data in PeopleSoft, and is used to identify inconsistencies between the two systems.
User Access Report

The User Access Report lists users in the system within a selected college or school. This report is NOT available to staff with the Program Developer role (generally school staff). College Approvers do have access to this report.
The User Access Report will output to an Excel (.xls) file, listing the e-number and name of each user configured in the PGS, along with each user’s last login date.

The purpose of this report is to identify users who no longer require access to the system, and keep the user lists up-to-date.

You will only be able to report on users that belong to your college.
Security
Access to reports is dependent on the security role you have in the system. Further, you will only be able to view reports on guides within the colleges or schools to which you have access.

The table below shows which reports each user role has access to.

	Security Role
	Available Reports
	Reports NOT Available

	Program Developer
	Status Report

History Report

Comparison Report

Compliance Report
	PeopleSoft Validation Report

User Access Report

	College Approver
	Status Report

History Report

Comparison Report

Compliance Report

User Access Report
	PeopleSoft Validation Report

	ARG Administrator
	All
	None

	RMIT Marketing (not in use)
	Status Report

History Report

Comparison Report

Compliance Report

User Access Report
	PeopleSoft Validation Report

User Access Report

	ITS Support
	All
	None

	System Admin
	All
	None


Running Reports
On the main left menu, click the Reports link.
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This will open the Reports page, where you can select a report from either the main page or from the left menu.
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This page, and the left menu, will only display reports you have access to.
Status Report
Overview
The Status Report is a general purpose reporting tool that extracts data from multiple guides. This report allows you to specify which fields you want to look at, and from which guides you want them extracted. For example, the Status Report could be used to generate a report that includes the WIL statement, the Objectives, and other information about the guide, such as the date it was published, for all published guides belonging to the School of Health Sciences.

The Status Report allows you to specify which guides you wish to report on, using filters such as College, School, Career and Guide Status, and also specify which fields you wish to appear in your report. All fields (including those on the Information Page) except the program structure can be included in the report, though fields that include tables will have the table excluded from the output.

The output from the report will be in Excel (.xls) format.

All user roles have access to the Status Report, however, you will only be able to report on guides that belong to the college/school you have access to.

How to Run a Status Report
On the main left menu, click the Reports link, then the link to the Status Report.
This will open the main Status Report page.
The Status Report page is broken into three sections:

1. Enter selection criteria

2. Select fields to include in report

3. Run report

You will work your way through each of the first two sections before you can run the report. 

1. Enter Selection Criteria
This section allows you to specify which guides you would like to include in your report.
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The default values in these reports will be restricted, based on your security role and access levels. The College and School drop-down may already be chosen for you and greyed out.

The first step is to choose the type of guide to report on: Program Guides or Enrolment Program Summaries.
Program Guides is the default option. If you click this drop-down menu and select Enrolment Program Structures, the page will refresh, and the Last Updated field (the last drop-down menu in this section) will change to Year. This is because an EPS applies to a specific year, which is not the case for Program Guides.

The remaining menu items in this section will restrict the guides that are returned in the report. When set to “ALL”, it means that all the options embedded in the menu will be reported.

To restrict the guides returned, choose items from one or more of these menus.

For instance, the screenshot below will restrict the report to only Published Program Guides in the Undergraduate career, belonging to the School of Electrical and Computer Engineering, which run on the City campus.
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Each time you select an item in one of these drop-down menus, the page may refresh, as menus below may be updated depending on the option chosen. For instance, if you choose UGRD in the Career menu, the Program menu will be refreshed, so that you can only choose programs within the UGRD career.
Note that the Campus and EOL Ready menus will not be updated – these remain static.

Choose from the following filters:

· Guide Type – Program Guides or Enrolment Program Structures.

· College – choose one of the three academic colleges (items in this menu will be limited by your security access – most users will have only one college to choose from).

· School – choose a school (items in this menu will be limited by your security access, and by the College chosen above).

· Career – derived from PeopleSoft.

· Status – this refers to the status of the guide. You can include guides with a particular status, or all statuses. For more information on the various statuses of guides and the guide lifecycle, see the Maintain Program Guides How-to Guide.
· Program – in most cases, this should be left at “All”, as the purpose of the report is to extract data from multiple guides. However, it is possible to select a single program from this menu. This menu will be refreshed on the basis of the College, School and Career in the above menus, and will also be restricted by your user rights. You will only be able to include guides that belong to your college/school.

· Campus – allows you to choose a single campus, all campuses, or all Australian campuses (AUS%). The All Australian campuses option uses the PeopleSoft campus code to limit the output. Only campus codes that commence with “AUS” will be included if this option is chosen.
· EOL Ready – this is a flag in PeopleSoft which is used to indicate whether or not a program is included in Enrolment Online. This option may be useful when running Status Reports on Enrolment Program Structures.

· Last Updated (or earlier) – this menu applies only when the Guide Type is Program Guides. This allows you to find only guides updated before a particular date. For instance, you may be looking for old guides that have not been updated for a couple of years. This filter works by looking for the last date a field within a guide was updated.
The current date will be entered into this field by default, which means all guides, regardless of their last updated date, will be included.
· Year – this menu applies only when the Guide Type is Enrolment Program Structures. This allows you to specify the year of the EPSs to be reported. You must specify a year here. It is not possible to run this report on guides from more than one year.
Changing higher level menu items after setting menus further down may result in lower menus being set back to defaults.

The Reset button will reset all menu items to their defaults.
	[image: image40.emf]Note:
	It is possible to select a range of menu items that results in NO guides meeting the criteria. This will be clear if you choose a combination of school and career, where there are no guides from that career in that school. This can be seen in the screenshot below:
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There are no Enrolment Program Structures for programs in the NONA career within school 325T, so the Program drop-down menu displays “No Records Found”.

You may also find that your report runs and generates the spreadsheet output, but there are no rows in the output. This may be because you have selected a Campus or EOL Ready status that returns no guides (these two menus are NOT dynamically updated when you choose higher level drop-downs).


2. Select Fields to Include in Report
Having already chosen which guides to be included in your report, the second section of the Status Report page allows you to choose which fields should be included.

	[image: image41.emf]Note:
	The report will output to a spreadsheet with each guide chosen in the first section having its own row. Each field included in the report will have its own column. This will allow you to sort the results using Excel.


This section consists of two boxes: on the left are the fields excluded from the report, on the right are the fields included in the report. Arrow buttons allow you to move fields from one box to the other.
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Fields can be moved from one box to the other by selecting them (Shift for a range of fields, Ctrl for multiple non-adjacent fields), then clicking the appropriate arrow box ([image: image8.bmp] or [image: image9.bmp]).

You can also double-click on a single item to move it across to the other box.

The “All” button will move ALL fields from the Fields Excluded box to the Fields to Report box.

“Reset” will reset the default inclusions.

In the Fields to Report box, a number of fields are included by default, and most of these MUST be included in the report.

You can change the order in which these fields appear by selecting a field and using the up and down arrows to the right of the Fields to Report box ([image: image10.bmp] or [image: image11.bmp]).

	[image: image42.emf]Note:
	The Program Structure cannot be included in the report, as it is too complex to be rendered in a single cell.

Also, fields that include tables can be reported, however, the tables themselves will be stripped out.


Select and arrange the fields you would like included in your report.


3. Run Report
Once you have selected which guides and which fields you wish to include in your report, click the Run Report button.

This button will be disabled if there are no programs in the college/school/career combination you have chosen in step one.

Once the Run Report button has been clicked, the system will begin to compile your report. The time taken by the system to compile your report depends on the number of guides that meet your selection criteria, and the number of fields included in the report. The report may take several minutes to compile.

When the report is ready, you will be prompted to save or open the report by a dialog box similar to that shown below:
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Choose whether to save or open the report. Opening the file will open Excel.
Status Report Results
The report results will be created as a spreadsheet, which you can then save, or further manipulate.

The spreadsheet will contain two worksheets: Results and Report Parameters.
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The results of the report are stored in the Results worksheet. If no guides meet the Selection Criteria, this sheet will appear as per the screenshot below:
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Otherwise, there will be a row for each guide that met the selection criteria, and a column for each field included in the report.



The Report Parameters worksheet provides details of the selection criteria used to run the report. This is presented as a reference.
[image: image15.png]A

B | ¢ | D | E

11

12

13

Status Report

Report Date

Report Criteria
Guide Type
College

Schoal

Career

Status.

Program
Campus

EOL Rearly

Year

"20/08/2008 13.28:44

Enrolment Program Structure
310P - DSC Partfalio Office
325T - Property, Constr & Proj Mgt
TAFE

Discontinued

ALL

ALL

ALL

2009




History Report
Overview
The History Report allows you to view the complete update history of a specified guide, using audit data.

Every time something happens to a guide, such as fields being updated, or the status changing, the action and the user conducting the action are recorded in an audit log. The History report shows you what is in the audit log for a particular guide.

This allows you to see what happened to a guide, when it happened, and who did it.

	[image: image43.emf]Note:
	Note that when a field is updated, the log will only record the fact that the field was updated, it will not record exactly what text was changed.


The report results are shown on-screen, and there is an option to generate the results as a PDF.

All user roles have access to the History Report, however, you will only be able to report on guides that belong to the college/school you have access to.

How to Run a History Report
On the main left menu, click the Reports link, then the link to the History Report.
This will open the main History Report page.

Enter Selection Criteria
To run the History Report, all you need to do is specify which guide you wish to view the history of. You do this by choosing from various selection criteria.
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It is only possible to view the history of one guide at any one time.
Commencing with the first drop-down menu, select an item from each menu.

As each menu is selected, the page will be refreshed, and subsequent menus will be filtered on the basis of the previously selected menus. For instance, when you select Career, the Program drop-down menu will be loaded with only those programs within that career.

It may take a few seconds before each menu is loaded whilst the system retrieves the list of valid items.

If you select a program or plan that has only one guide, then the lower menus will be automatically populated. For instance, if selecting a Guide Type of Program Guides, Career of UGRD, and program BP145, the remaining menus are automatically populated, as there is only one guide for BP145 (when this user guide was being compiled!).
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When there is only one valid item in a drop-down, it will be automatically selected, and greyed out.

All drop-down menus are compulsory. An item must be selected in each. The Run Report button will be disabled until all menu items have been selected.

The one exception to this is the Version field. Note that this automatically defaults to “ALL”. This is a valid option, that will tell the system to report the history of all versions of the guide, rather than just one. Of course, it is still possible to select one particular version if required.

The drop-down menus will only include programs that have guides created in the Program Guide System. If there is no Program Guide or Enrolment Program Structure in the system, then the program will NOT appear, as there is no guide, therefore no guide history.

You can run a History Report on any guide in the system (subject to your security role). The first requirement is to choose the type of guide you are looking for (Program Guide or Enrolment Program Structure), then specify exactly which guide by choosing the career, program code, plan code and campus code.

Once all selection criteria have been chosen, click the Run Report button.
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Use the Reset button only if you need to reset all drop-down menus to their defaults.

History Report Results
The results of the report will be displayed on-screen, below the selection criteria.
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The results will show the program, plan and campus of the guide, and below this, a table listing each action.

For each action, the staff ID and name, and the date and time of the update are recorded, along with a list of which fields (if any) were updated.

The results will be sorted by version number and date, descending. If multiple versions of the guide are reported, then the highest version number will be displayed at the top of the table, with the latest actions listed first.

	[image: image44.emf]Note:
	Note that when a field is updated, the report will only display the name of the field that was updated, it will not record exactly what text was changed.


The system records all actions that occur in the system. This includes field updates as well as status changes as the guide moves through its lifecycle. This is why some actions are shown with no Updated Fields.

For more information on the various Actions listed in the Action column, see the Maintain Program Guides How-To Guide. 
The Print button at the top of the results can be used to generate a PDF of the results, for ease of printing.
Comparison Report
Overview
The Comparison Report allows you to compare two guides to identify the differences between them.

You can compare guides for completely different programs, or you can compare different versions of the same program guide.

For instance, you could use this report to find the differences between the currently published guide and the new draft.

	Note:
	The output consists of a list of fields. The report does not show exactly what text is different, it only notes that there is a difference between the field in the two guides.


Hyperlinks to each guide are also provided, so you will be able to peruse and compare the exact contents of particular fields.

The report results are shown on-screen, and there is an option to generate the results as a PDF.

All user roles have access to the Comparison Report, however, you will only be able to compare guides that belong to the college/school you have access to.

How to Run a Comparison Report

On the main left menu, click the Reports link, then the link to the Comparison Report.
This will open the main Comparison Report page.

Selecting Guides to Compare
The main Comparison Report page requires you to specify the type of guide to be compared, then specify which two guides (Guide A and Guide B) are to be compared.
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Select the Guide Type (Program Guides or Enrolment Program Summaries), then work through the Select Guide A menu items, starting from Career at the top, and working your way down. 

Once Guide A has been specified, move on to Guide B.
Compare Versions of Same Guide
Under Select Guide B is a check box labelled “Compare versions of same guide”. This is a shortcut that automatically populates all the Guide B menus except the version.

Click this button at any time, and the Guide B menus for Career, Program, Plan and Campus will automatically match those of Guide A. You must however, select the version that needs to be compared. The screenshot below will compare v1.0 (the published version), with v2.0 (the new Submitted version).
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When comparing versions of the same guide, it doesn’t matter which one is Guide A and which one is Guide B. The system simply compares whatever two guides are listed. (If you try to compare the same version of the same guide, the report will return a message that the content is identical.)
When you choose an item in a drop-down menu, the next menu will be refreshed, filtering its contents so that it is only possible to choose valid options. For instance, if you choose a Career of TAFE, then only TAFE programs will be displayed in the Program menu. The page may take a few seconds to refresh.

When there is only one valid item in a drop-down, it will be automatically selected, and greyed out.

All drop-down menus are compulsory. An item must be selected in each. The Run Report button will be disabled until all menu items have been selected.

The drop-down menus will only include programs that have guides created in the Program Guide System. If there is no Program Guide or Enrolment Program Structure in the system, then the program will NOT appear, as there is no guide, therefore no guide history and nothing to compare.
Once all selection criteria have been chosen, click the Run Report button.
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This button will be disabled until all menu items have been selected.

Use the Reset button only if you need to reset all drop-down menus to their defaults.

Comparison Report Results
The report results will appear on-screen, below the selection criteria.

The results will be displayed as a simple list of the fields that are different.
The report will compare ALL fields, including data originally sourced from PeopleSoft. This will pick up changes to the program title and other coding such as the ASCED code, total units, etc.

It will also compare the program structure. Where there are differences in the program structure, the results will list “Academic Structure” followed by a “Requirement ID”. This code is a unique PeopleSoft code which represents part of a program structure. If there are any Requirement IDs shown in this report, then these PeopleSoft rules are different.
The screenshot below shows an example report criteria and results, after the report has been run.
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This example report has compared the new draft (version 2.0) for BP145 (Guide A) with the existing published version (Guide B, version 1.0).
The results show that the Proposed Introduction (when the amendment first applies) and the Program Proposer Details (the person submitting the proposal) have changed, along with the Capability Matrix, the Work Integrated Learning field and the Program Transition Plan. There has also been a change to the Academic Structure (Requirement ID 000001534 in PeopleSoft has been amended).
Above each of the selection criteria (Guide A and Guide B), a hyperlink to each guide is also displayed.
The Print button above the results can be used to generate a PDF of the results, for ease of printing.

Compliance Report
Overview
The Compliance Report queries PeopleSoft to generate a list of programs with the number of students in each. The report then cross-checks the status of the Program Guide for each of these programs, and generates lists of compliant and non-compliant guides.

A guide is defined as being compliant if there are students in the program and the guide is in Published status. If there are students in the program, but the guide is not Published, then it is not compliant.

The Compliance Report can be run on all programs in a chosen college, school and/or career.

The report results are in Excel (.xls) form, with individual worksheets for compliant guides, non-compliant guides, and a statistical summary (compliance percentage by school).

All user roles have access to the Comparison Report, however, you will only be able to report on guides that belong to the college/school you have access to.

How to Run a Compliance Report

On the main left menu, click the Reports link, then the link to the Compliance Report.
This will open the main Compliance Report page.

Enter Selection Criteria
To run a Compliance Report, you must specify the group of guides that are to be checked. This requires first specifying the type of guide to be checked (Program Guides or Enrolment Program Summaries), then choosing the subset of these guides to be checked.

When running a Compliance Report on Program Guides, the following fields will appear.
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In the above screenshot, the user has access to all Colleges. Most users will only have access to one college, and many will only have access to one school. The drop-down menus will be pre-populated based on your access rights.

The As at Date will default to today’s date, but this can be changed. This is usually best left as it is. The As at Date tells the system to look for data as it is recorded on PeopleSoft and the PGS at that date. This means the report can be run on historical dates to see how data looked in the past, or can be future-dated, which will query student data as of the future date. 

When running a Compliance Report on Enrolment Program Structures, the following fields will appear.
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In the above screenshot, the user has access to all Colleges. Most users will only have access to one college, and many will only have access to one school. The drop-down menus will be pre-populated based on your access rights.

The Year field tells the system to look for EPSs for the specified year.

You can also filter the report by the EOL Ready flag. This is a flag in PeopleSoft which records whether or not a program enrols via Enrolment Online (EOL). It is generally not necessary to produce an EPS for a program that is not enrolling online.

You will only be able to choose college and schools to which you have security access, so if you only have access to one school, you will only be able to run this report on that school.
Choose the College and School (if not already populated), then if you wish to limit your report to programs within a particular career, select the Career.

When you have completed choosing your Selection Criteria, click the Run Report button.
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The report may take several minutes to complete, as the system must query PeopleSoft to find out how many students are active in each program, then check the status of the guide in the PGS, and put the results together. The length of time taken will depend on the number of programs being queried.
PREP and NONA Careers

The PREP and NONA Careers are not included in the Compliance Report. Whilst it is possible to choose either of these careers in the Selection Criteria, programs within these careers will be excluded from the report.
When the report is ready, you will be prompted to save or open the report by a dialog box similar to that shown below:
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Choose whether to save or open the report. Opening the file will open Excel.
Compliance Report Results
The resulting spreadsheet will have several worksheets within it.
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Report Parameters
This worksheet lists the report criteria for reference, and the date the report was run.
Compliant Offerings
This worksheet lists all the program offerings that are compliant. 
A program offering is defined as a unique program, plan and campus combination.

A program offering is defined as being compliant if:
1. there is at least one student recorded as active on PeopleSoft with the program, plan and campus combination; and

2. there is a guide for that program, plan and campus combination has a status of Published.

(OUA programs are an exception to this definition. See below.)

Each compliant offering will have its own row in the worksheet, with columns for College, School, School Name, Career, Program, Plan, Plan Name, Campus, Status, EOL Readiness Flag and Total Active Students.

The EOL Readiness Flag is an indicator in PeopleSoft that records whether or not students in the program can enrol online.

the Total Active Students column records the total number of students who are active in the program, plan and campus combination.

Non-Compliant Offerings
This worksheet lists all the program offerings that are not compliant. 

A program offering is defined as a unique program, plan and campus combination.

A program offering is defined as being non-compliant if:

1. there is at least one student recorded as active on PeopleSoft with the program, plan and campus combination; and

2. the PGS does NOT have a guide for that program, plan and campus combination with a status of Published. 
(OUA programs are an exception to this definition. See below.)

Each non-compliant offering will have its own row in the worksheet, with columns for College, School, School Name, Career, Program, Plan, Plan Name, Campus, Status, EOL Readiness Flag and Total Active Students.

The EOL Readiness Flag is an indicator in PeopleSoft that records whether or not students in the program can enrol online.

the Total Active Students column records the total number of students who are active in the program, plan and campus combination.

This worksheet may be useful in identifying errors on PeopleSoft, where students have the incorrect campus or have not been transferred to the new plan for instance. 

Statistical Summary
This worksheet counts the total number of compliant program/plan/campus combinations for each school, and presents this as a percentage of the total number of “required” guides.
A required guide is defined as one where the program/plan/campus has at least one student recorded as active in PeopleSoft.

The Statistical Summary will only report schools included in the selection criteria for the report.

OUA Programs
It is not necessary to publish the program guides for OUA programs. Program Guides for these programs are still required for approval, however, once the programs have been approved, ARG will publish and immediately unpublish these guides.
The Compliance Report will still include these programs, but they will be assessed as compliant if there is at least one active student, AND the guide has a status of Unpublished.

This applies only to Program Guides (not Enrolment Program Summaries).

An OUA offering is defined as one where the campus is AUSOL.

PeopleSoft Validation Report

Overview

The PeopleSoft Validation Report is only available to staff with ARG Administrator role. College and school staff will not have access to this report.

The PeopleSoft Validation Report compares data such as the program title, total units, owning school, ASCED code, etc. in the PGS to data in PeopleSoft, and is used to identify inconsistencies between the two systems.

How to Run a PeopleSoft Validation Report

On the main left menu, click the Reports link, then the link to the PeopleSoft Validation Report.
This will open the main PeopleSoft Validation Report page.

Enter Selection Criteria
There are several selection criteria that can be used to limit the number of records returned by the report.
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Running the Validation Report on Program Guides will allow for an As of Date to be entered at the bottom. This is essentially an effective date. It will tell the report to check the data as it is at the As of Date.
When running this report on Enrolment Program Summaries, the As of Date field will be replaced with a Year field, so that the year of the EPSs can be specified.

The filters above allow the report to be run on an individual program if necessary, though as a rule, the report would be run on a wider selection of guides.

Many of the menus will be automatically populated as higher level menus are selected. For example, selecting the Business college will result in the School menu being refreshed, so that it only includes schools that belong to the Business College.

The page may take a couple of seconds to refresh.

When you have completed entering the selection criteria, click the Run Report button.
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When the report is ready, you will be prompted to save or open the report by a dialog box similar to that shown below:
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Choose whether to save or open the report. Opening the file will open Excel.

PeopleSoft Validation Report Results
The resultant spreadsheet will contain two worksheets.
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The Report Parameters worksheet will display the selection criteria for reference, and the date the report was run.
The Results worksheet will display a list of all fields that are different, and the guide in which it is stored.
Each field that is different will be recorded in its own row, with columns for College, School, School Name, Program, Plan, Plan Name, Campus, Status, Inception (Program Guides only), Year (EPSs only), Version, Field, Program Guides Value and PeopleSoft Value.

The Inception Year (recorded on the Program Guide Information Page as the Year of Introduction) is included in the report to indicate the “effective year” of the guide. This may assist when looking at effective dates of the conflicting record in PeopleSoft.

The last three columns record the name of the field that conflicts, and the value of this field in both the guide and PeopleSoft. This allows the two values to be compared without the need to open the guide or look at PeopleSoft directly. If a field is blank in one system, but there is a value in the other system, then it will be reported here, with the blank value recorded as an empty cell in the spreadsheet.

In most cases, the report simply compares the value of the field in PeopleSoft with the value of the field in the guide. However, there are some additional checks that are made to confirm the validity of some records. These are (Field name in the report):

· Program Status – checks if the program is inactive in PeopleSoft

· Plan Status – checks if the plan is inactive in PeopleSoft

· Campus Status – checks if the campus is inactive in PeopleSoft.

· Program Campus – checks if the campus is attached to the program in PeopleSoft.

These additional checks may be useful in identifying guides that should be archived or other records that may need to be amended.
User Access Report

Overview

The User Access Report lists users in the system within a selected college or school. This report is NOT available to staff with the Program Developer role (generally school staff). College Approvers do have access to this report.

The User Access Report will output to an Excel (.xls) file, listing the e-number and name of each user configured in the PGS, along with each user’s last login date.

The purpose of this report is to identify users who no longer require access to the system, and keep the user lists up-to-date.

You will only be able to report on users that belong to your college.

How to Run a User Access Report

On the main left menu, click the Reports link, then the link to the User Access Report.
This will open the main User Access Report page.

Enter Selection Criteria
There are several selection criteria that can be used to limit the number of records returned by the report.
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In general, this report will be run on a single school. If you only have access to one college, then this college will automatically be selected for you, and you only need select the school.
You can also restrict the report results to those staff who have a particular role.

In general, there is no need to enter a staff ID, as the report is intended for querying multiple staff IDs.

The Active flag is a flag in the system that acts like a “switch” for the user. If the user is Active, then they are able to login. If not, then they will not be able to login.

When you have completed entering the selection criteria, click the Run Report button.
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When the report is ready, you will be prompted to save or open the report by a dialog box similar to that shown below:
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Choose whether to save or open the report. Opening the file will open Excel.

User Access Report Results
The resultant spreadsheet will contain two worksheets.
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The Report Parameters worksheet will display the selection criteria for reference, and the date the report was run.

The Results worksheet will display a list of all users who meet the selection criteria. Each user will have their own row, with columns for Staff ID, First Name, Last Name, Active Flag, Role, Acad Org Code, Acad Org Description and Last Login Date-Time.

If the user has never logged in, the Last Login Date-Time will be blank.
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