Accessing the SCHOOL REPORTS MENU
Broward Public Schools Data Warehouse

Instructions

Following are the instructions for printing reports from the Data Warehouse on your
local printer. Firefox is supported on all computers and generally works when other
browsers have issues. Individual computer security settings may impact
performance.

Getting Started

eOpen your web browser.

oOn the address line, type http://web/dwh/

o On the upper left side you will see an option, ‘School Reports Menu’. Point your mouse at
this option and click.
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e This will take you to the signon screen for the new School Reports Menu.
® You must have a signon to run reports.
o Your password is the word ‘password’.
o The password is case sensitive and must be in lower case. Please make sure
you enter it correctly.
e Enter your User ID and password where indicated.
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ta Warehouse Reports - Microsoft Internet Explorer
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e Click on the button at the bottom.

LOGIN

e |t is suggested that the first time you sign in, you change your password. To do this, click
on the word PREFERENCES at the top of the first screen.
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e Click on ‘General Preferences’ in the left window.
2 Preferences - SA000951P on HY AERIONDB1. broward.k12. fl. us - Microsoft Internet Explorer,

. File Edit \View Favorites Too Help

Q- O [

;‘] /_J Search ‘};n'\':(Favorites Q}

CEBX

: Address |@ http:,l',l'hyperionweleSD,I'Hyperion,l'browse,l'prerIndex

leo

Browse w

Broward County

Public Schools

on “ane student at a time

School Reports Menu

SA000951P

ExIT HELP

| Display ‘

) Browse Preferences

} Wersions

P hew Item Highlight
Publishing

) Basic Documents

) BOY Docurments

P BOY Jobs

P SR Jobs

P Gereric Jobs

Intelligence iServer

i
— Preferences

3 Preferences for Browse module

Genaral Preferences

Default folder |a"

BROWSE...

Email address |

Current password |uuo

Change password |ooooo

Confirm password|ouu

S02 Compliance Preferences

P Inteligence iServar
Preferences

Related Content

P Relsted Content v
&] pone ©J Local intranet
e This will open a screen that will allow you to change your password.
e Fill in your current password and what you would like your new password to be.
e Click on ‘SAVE PREFERENCES’ at the bottom to save your new password.
e Click on BROWSE at the top to take you back to the main report menu.
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e The BROWSE button will be used to return you to the Main Menu at any time you are in
the School Reports Menu System.

Modified November 6, 2007 Page 3 of 7



e You will now be at the new School Reports Menu.

e There will be a list of Folders which contains reports for that area. More reports will be
added periodically. For a list of reports that are available, go to: http://web/dwh and click
on WHAT'S IN THE DWH.

e Select your folder and click.
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e The Reports available in that folder will appear in the right panel. Click on the report name

to open the selection screen. Reports that have been migrated from TERMS will have the
same names. In addition, new repprts have been developed just for principals.
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¢NOTE: There are some reports that will be available for viewing only by Principals. These
will be in the appropriate folder.
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e Click on one of the criteria boxes to change the dashboard parameters.
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¢ Many of the reports have additional reports available. If additional reports are available,
such as other sort options, click on the down arrow by the name of the report to open a drop
down window with additional available reports.
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e Simply select the report you want and the chosen report will display.

Use the navigatiqnal buttons to page through the report.
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e Home Button — takes you back to the report parameter screen.

e Process Button — Runs report
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e PDF Button — Creates the report in Acrobat Reader format for printing.

Excel Button will export report to Excel
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e Close Document Button — will close document on screen
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Printing Reports

Make sure the settings on your computer are set to open pdf documents in acrobat reader.
To print a report, click on the pdf button at the top of the page.

The first page of the report will open in pdf format on your desktop.

Click on File and then Print to print the report. (It is suggested that you print one page to
make sure your print options are correctly set)

e Reports may be saved to the desktop computer from the open pdf file.

e If you encounter any problems accessing or running reports from the School Reports
Menu, please contact the Help Desk or send an email to DWH Mail or contact Dr. Phyllis
Chasser.
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