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WHAT IS AD HOC REPORTING? 
Ad hoc reporting provides users with a flexible way to create reports customized to their current 

information requirements. Reports are often designed in advance to provide answers to common 

questions and to meet expected or recurring requirements. When new questions and requirements 

arise, it may be necessary to access information not available in an existing report, or to organize the 

data differently. FUSION2 Ad Hoc Reporting allows users to dynamically respond to new and changing 

information requirements by providing an intuitive way to interact with data from across FUSION 

modules and design their own custom reports at any time. 

WHAT IS INCLUDED IN THIS RELEASE? 
This is first release of the new ad hoc reporting features. This release provides the ability to create 

customized reports using selected data elements from Space Inventory, Deficiencies, SMSR Five Year 

Plans, and Scheduled Maintenance PFPs. A personalized dashboard is provided to create and manage 

your own custom reports. The dynamically generated report results are also available for download as 

an Excel file. Additional data elements and features will be provided in subsequent releases. 

HOW DOES IT WORK? 
FUSION2 Ad Hoc Reporting provides three views for creating, managing, and running reports: 

¶ The Reports Dashboard provides users a quick view of all reports with options to Create a New 

Report, and to Copy, Edit, Run, and Delete existing reports. 

¶ The Report Designer provides an intuitive way to define and customize a report, including 

selecting data, filters, column order/  visibility and other report details. 

¶ The Report Results display real-time results on-screen, as well as provide an option to download 

the results in Excel format. 

This tutorial will walk through the details of the FUSION2 Ad Hoc Reporting capabilities and steps for 

creating and managing your own ad hoc reports. 

1. ACCESSING AD HOC REPORTS 
After logging in to FUSION2, select the AdHoc Reports link from the menu at the top of the screen. This 

will take you to the AdHoc Reports Dashboard.  
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2. PERMISSIONS 
Users have access to the same data in Ad Hoc Reporting as in the rest of FUSION.  

If a user has permissions to a limited number of districts, then only the data for those districts will be 

included in the report results. If the report results are exported to Excel, the Information tab at the 

beginning of the workbook will include, along with other report information, the list of the District Codes 

that were included in the report. 

3. REPORTS DASHBOARD 
The Reports Dashboard is the portal for Ad Hoc Reporting in FUSION2, and is customized to the logged-

in user. The Reports Dashboard is divided into two sections: Common Reports and My Reports.  

 

Common Reports 
The reports in this section are shared with all users with access to FUSION2 Ad Hoc Reporting. Although 

these shared reports cannot be directly edited, you can use a Common Report as a template for creating 

your own report by copying the report. Copying the report will create a private, editable version in the 

My Reports section (see 3.1 for details on copying reports). When you copy the report it will open in the 

Report Designer (Section 4) as a new report that is private to your account. 

A Common Report can also be run directly from the Reports Dashboard to view the results (see 3.2 for 

details on running reports).  

My Reports 
This section contains user-specific reports, which are customizable and visible only to the user that 

created the report. As with Common Reports, these reports can be copied or run from the Reports 

Dashboard. Additionally, a report in the My Reports section may be edited or deleted by the user that 

created it. 
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Dashboard Actions 
From the Reports Dashboard, users can create a new report, or interact with an existing report. Each 

report is displayed with identifying information and available actions: 

 
3.1. Create a Report 
Reports can be created two ways, either by developing a new report from scratch, or by copying an 

existing report to use as a starting point: 

Create a New Report 
 The Create Report button will generate a completely blank, new report. This 

opens the Report Designer where the report can be built from scratch. 

Select this option when you want to create an entirely new report rather than a report similar to an 

existing report. 

Copy an Existing Report 
The Copy button will create a duplicate of the report and add it to the My Reports 

section of the dashboard.  

Select this option when an existing report would make a useful starting point for your new report. By 

default, the word “(COPY)” will be appended to the report name to make it unique. It is recommend that 

you change the report name immediately after copying it.  

Any report, whether a Common Report or a custom report, can serve as a template and be copied as 

many times as desired. 

3.2. Run a Report 
The Run button on a report will generate the results and display them in the Report 

Viewer.  

See details in 5. Report Results. 

3.3. Delete a Report 
The Delete button will bring up a confirmation. When confirmed, the report will be 

permanently removed from My Reports. 
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Confirming the deletion of a report is an action that cannot be undone. 

3.4. Edit a Report 
The Edit button will bring up the report in the Report Designer, where all changes to 

the report are made and saved. 

See details in 4. Report Designer. 

4. REPORT DESIGNER 
When you click Create Report, Edit, or Copy from the Reports Dashboard, the report will be opened in 

the Report Designer which consists of the following components: 

¶ Report Name: An editable report name at the top, which will default to “Report Name” or the 

name of the Report that you copied to enter the designer.  

¶ Select Data Pane: Select Data pane on the left, where you can select the data elements to be 

displayed in your report using a hierarchical data selection tree. 

¶ Report Selections Pane: Selected Columns pane on the right, which shows the data elements 

currently selected, and allows you to hide, filter, reorder or remove elements from the list. 

All changes made in the Report Designer (adding/removing columns, changing column settings, etc.) are 

saved as you make the changes. 

 

 Important Note: Changes made to a report in the Report Designer are automatically saved as 

you make them. If you wish to work on a report’s design while retaining a reference version of it, first 

go to the Reports Dashboard and create a copy of the report, then make your modifications. 
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If this is a new report, then you will see the default report name and the Select Data pane on the left, 

and the selections will be blank. If you are copying/editing an existing report, then any previously made 

selections will appear in the Report Selections on the right. 

Designing a report is a 4-step process, as described below: 

1. Naming the Report 

2. Selecting Data Elements 

3. Specifying Filters (optional) 

4. Specifying Column order and Visibility (optional) 
 

Step 1: Report Name 

 

When initially creating/copying a report, you should first provide a name that appropriately describes 

the report in order to avoid any possible confusion associated with having multiple reports with names 

similar to the default report name. 

 

 Important Note: Any time you create/copy a report, it is recommended that you immediately 

change the name to a descriptive title for the report before you begin making other edits. A default 

report name will be used until you provide your own title for the report, and each new report will 

have the same title with “(COPY)” appended to it.  
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To title your report, click the link that appears next to the current report name, and the 

name will become editable. After changing the report name text, click to save the new name. 

Clicking  will discard edits and leave the previous report name unchanged. 

 

Step 2: Select Columns  
 

The data available for reporting is presented in the Select Data pane on the left, organized into 

categories (e.g. “DISTRICTS” or “SM PROJECTS”). These categories are displayed with indentation to 

represent the natural hierarchy of the data and to make it easier to see the way that the information will 

be grouped when displayed (see 5. Report Results). 

 

 

Add Columns 

Click on any category (e.g. CAMPUSES) and the section will expand to show the fields available for that 

category. Click on any field to add it as a column in the report. You will see the field appear in its 

respective category in the Report Selections on the right. 

Remove Columns 

To remove a field from the report, simply click the  on the right side of the field in the Selected 

Columns pane. 

Step 3: Set Filters 
It is sometimes useful to narrow down the data in a report, limiting the results to only the records that 

meet certain conditions. Filters allow you to set conditions on a specific data element, and only the 
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records that meet that condition will be included in the results. Each filter will be applied to all of the 

records in that category (e.g. a filter on Building Status will limit the BUILDINGS results to only those 

buildings which meet the filter condition). 

Each data element that has been added to the Report Selections list as a column has a Filter button.

 

To add a filter, click the Filter button, which will bring up a prompt to create the filter condition by 

selecting the filter type (e.g. “EQUAL TO” or “GREATER THAN”) and the filter value used in testing that 

the record meets the condition. For example, a filter on the District Name field with a filter type of 

“CONTAINS” and a filter value of “Kern” would restrict the DISTRICTS results to those with a District 

Name containing “Kern”.  

Filter Type 

The filter types available depend on the type of field to which you are adding a filter condition.  

Text fields may be filtered by: 

¶ CONTAINS: The filter value appears somewhere in the text of this field.  

Note that CONTAINS filters are not case-sensitive, and the filter value may appear anywhere in 

the field text. For example, the filter “Building Name CONTAINS art” would include not only 

buildings with “art” at the beginning of the name, but also buildings with names such as “Liberal 

Arts” or “Performing Arts Center”. 

¶ EQUAL TO: The text exactly matches the filter value. 

¶ NOT EQUAL TO: The text does not exactly match the filter value. 

Number fields may be filtered by: 

¶ EQUAL TO: The number exactly matches the filter value. 

¶ NOT EQUAL TO: The number does not exactly match the filter value. 

¶ GREATER THAN: The number is greater than (and not equal to) the filter value. 

¶ LESS THAN: The number is less than (and not equal to) the filter value. 

Year fields may be filtered by: 

¶ EQUAL TO: The year exactly matches the filter value. 

¶ NOT EQUAL TO: The year does not exactly match the filter value. 

¶ AFTER: The year is later than (and not equal to) the filter value. 

¶ BEFORE: The year is prior to (and not equal to) the filter value. 
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Filter Value 

Where appropriate, the possible values will be available as a list from which the user can select. For 

example, Building Status provides options for Active, Deactivated, Offline, or Unclassified: 

 

Otherwise, simply type in the text/number for the filter value in the input box. 

Multiple Filters on a Single Field 

When multiple filter conditions are added to a single field, the results will include records that match at 

least one of the filter conditions on that field. For example, adding two filter conditions to the District 

Code field, “EQUAL TO 020” and “EQUAL TO 310”, would restrict results to districts with either a District 

Code of “020” OR a District Code of“310”.  

When you add multiple filters to a field, the Report Designer indicates that the records only need to 

meet one of the filter conditions by separating the conditions with “OR”: 

  

Filters on Multiple Fields in the Same Category 

When filters are added to multiple fields in the category, the results will include only the buildings that 

meet all of the conditions.  

For example, consider a report with the following filters on BUILDINGS fields: 

¶ Status EQUAL TO Active 

¶ Outside SF GREATER THAN 10,000 

¶ Construction Year AFTER 1960 

The results will only include buildings that meet all three of the conditions. 

Step 4: Set Column Order & Visibility 
Column Order 

As you select columns, they are automatically added as the last column in their category. You can 

rearrange the column order by using the up/down arrow buttons on each column selection: 
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Column Visibility 

If you would like to use a column only for filtering and not for display, simply click the Visible/Hidden 

toggle for that field in the Report Selections: 

   or    

 

5. REPORT RESULTS 
After selecting to run a report, either from the Reports Dashboard or from the Report Designer, the 

results will be displayed in a table layout. Any filters that were applied to the report data are listed at 

the top of the report. 

Grouped Report Layout 

When the report includes data from categories at different hierarchical levels—as some data categories 

are naturally grouped within or under another category—then the report will automatically display the 

information grouped at each level. For example, if data columns are selected from CAMPUSES and 

DEFICIENCIES, then the DEFICIENCIES data will be displayed grouped by CAMPUSES, as seen below 

(report definition in Report Designer, and the results): 

       

Note: If the only data columns from a category are hidden, then that category will not create a grouping. 

In the example above, District Code is included from the DISTRICTS category. If it were visible, then the 

CAMPUSES and SM PROJECTS information would also be grouped by district. 

Flat Report Layout 

When data is selected only from a single category, then the report is displayed in a flat (not grouped) 

table layout. For example, selecting the same data as the previous example—including Campus Code, 
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Campus Name, and several other fields—but only from the SM Projects category of data elements will 

produce a flat/un-grouped report: 

      

 

Excel Download: 

An Excel export is also available after running a report by clicking the  link under the report 

name at the top of the report. Each downloaded Excel file includes an Information tab with the date that 

the report was generated, as well as any data restrictions/filters that were applied to the report. The 

results appear on the following tab(s).  

In order to support further filtering and analysis, any groupings are “flattened” into an Excel-friendly 

table with rows that contain all the data from the levels above. For example, if a report contains 

elements from BUILDINGS and from CAMPUSES, then the Report Results will show the buildings 

grouped by campus. In the Excel version, the same data will be included, but it will be a “flat” layout—a 

single table with a row for each building, and each building will include the data for the campus to which 

it belongs: 
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Where accurate rendering of the data into an Excel-friendly format requires more than one table, each 

table will be provided on a separate tab. For example, if a report includes data from the CAMPUSES, 

DEFICIENCIES, and SM PROJECTS categories, then two tables will be included in the Excel file as separate 

tabs:  

¶ one table with a row for each deficiency record with its campus data, on a tab named 

DEFICIENCIES, 

¶ one table with a row for each SM Project with its campus data, on a tab named SM PROJECTS 

Complex reports with many datasets may have several tables/tabs in order to provide all data in this 

format that can be easily filtered and aggregated in Excel. 


