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WHATISADHOREPORTING?

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 answeostmon
guestions and to meet expected or recurriregjuirements When newguestions and requirements
arise it may be necessary taccess information not available in an existiagort, or to organizehe
datadifferently. FUSION2d Hoc Rportingallows userdo dynamically respond to new and changing
information requirementdy providingan intuitive way tanteract with data from across FUSION
modules andlesign their @vn custom reportat any time

WHATISINCLUDEINTHISRELEASE?

This is first release of the new ad hoc reporting features. This release provides thet@loilégite
customizedeports using selected data elements from Space Inventory, Deficiencies, SMSR Five Year
Plans, and Scheduled Maintenance PPRR=ersonalized dashboard is provided to create and manage
your own custom reports. The dynamically genedateport results are also available for download as

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

HOWDOESTWORK?

FUSION2 Ad Hoc Reportprgvidesthree viewsfor creating, managing, and running reports

1 TheReports Dashboarg@rovides users a quick view of all reports with option€teatea New
Report and toCopy Edit Run andDeleteexistingreports.

1 TheReport Designeprovides an intuitive way to define and customize a report, including
selecting data, filters, column ordérvisibilityand other report details.

1 TheReport Resultslisplay reatime results onscreen,as well as provide an option to download
the results in Excel format

This tutorial will walk through the details of the FUSIONZ2 éal Reporting capabilities and steps for
creating and managing your own ad hoc reports.

1. ACCESSINGD HOGREPORTS

After logging in to FUSIONZ2, select tkkdHoc Reportdink from the menu at the top of the screen. This
will take you to the AdHoc Reports Dashid.

#& Home | Space Inventory ‘ AdHoc Reports ‘ ?
Change Planning




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 Excellnfoemationtab at the
beginning of the workbook will include, alomgth other report information, the list of the District Codes
that were included in the report.

3. REPORTBASHBOARD

The Reports Dashboard is the portal for Ad Hoc Reporting in FUSIONZ2, and is custothizéobtped
in user.The Reports Dashboard is dividieto two sectionsCommon Reportand My Reports
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REPORTS DASHBOARD + Creata Report | Create a new report (see 3.1) |

Common Reports

SM Projects & Existing Building & Room List The Common Reports section
Deficiencies for .

Roofing contains sample Ad Hoc reports
crestort 41073017 crastest 41107207 available to all users, which can be
Lagt modied: 4/10/2007 Last modified: 4/10/2017

used as a starting point to build your

Copy
m own reports. Change sort order of reports

/ (by default, reports are
sorted by name)

My Reports Sort By:  MName |2 Created Date Last Modined |

My Custom Report
The My Reports section contains private reports that

are accessible only by the logged-in user. In addition to
being run and copied, these custom reports can also
be edited and deleted. When you create, copy, or edit

ﬂ H a report, it is automatically saved here in My Reports.

It 6152017
Last modiffed: £13/2017

Common Reports

The reports in this section are shared with all users with access to FUSION2 Ad Hoc Réyibbingh
these shared reportsannot be directly editedyou can use a Common Repad a templatdor creating
your own report bycopyingthe report. Copying the reponvill create a private, editable version in the
My Reports section (see 3.1 for details on copying repdfisien you copy the report it will open in the
Report DesignerSection 4) as a new report that is private to your account.

A CommonReportcan also be rudirectly from the Reports Dashboard to view the res(gise 3.2 for
details on running reports)

My Reports

Thissectioncontains usesspecific reports, which areustomizable and visible only to the user that
created the report. As with Common Reports, these reports can be copirahfrom the Reports
Dashboard. Additionally report in the My Reports sectianaybe edited or deleted by the user that
created it



Dashboard Actions
From the Reports Dashboard, users can create a new report, or interact with an existing Esbrt.
report is displayed with identifying information and available actions:

Report information, , Report name

including the date the My Custom Report
report was created and \
when it was last edited \

Created: 6/13/2017
Last modified: 6/13/2017

Run this report (see 3.2) ~ Copy this report (see 3.1}

[shsl

Edit this report (see 3.4) m\

3.1. Createa Report
Reports can be created two waysitherby developgnga new report from scratch, dsy copyingan
existing report to use as a starting point:

Delete this report (see 3.3)

Create a New Report
TheCreate Reporbutton will generate a completely blank, new report. This
<4 Create Report porbu g pletely o P
opens the Report Designer where the report can be builnficratch.
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

Copy TheCopybutton will create a duplicatef the report and add it to the My Reports
& section of thedashboard.

Select this option when an existing report would make a useful starting point for your new rBygort.
default, the word “(COPY)” will be appended to th
you change the report mae immediatelyafter 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

Run TheRunbutton on a report willgeneratethe results and display them in the Report
[alal Viewer.

See detas in5. Report Results

3.3. Delete a Report
Delete TheDeletebutton 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
TheEdit button will bring up tle report in the Report Designer, where all changes to
the report are made and saved.

See details id. Report Designer

4. REPORDESIGNER

When you cliclCreateReport Edit, or Copyfrom the Reports Dashboarthe report will beopened in
the Report Designer which consists of the following components:

1 ReportNameAn editable report name at t heortheop, whi c
name of the Report that you copied to enter the designer

1 Select DatdPane Select Data panen the left, where you can select the data elements to be
displayed in your report using a hierarchicatalaelection tree.

1 Report Selection®ane Selected Columns pane on the right, which shows the data elements
currently selected, and allows you 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 Desigiaee automatically savedas
you maketheml f you wish to work on a report’s d
go to the Reports Dashboard and create a copy of the report, then make your modifications.
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REPORT DESIGNER | Fun Report  # Go to Dashboard

Solact Data My Custom Report ... |
DISTRICTS >

AME Campus. Code *®
CAMPUSES > .
Filtors: EGUAL TO 521 x

SM FIVE YEAR PLAN > - | — =

_ AME Campus Name *x

Campus Code wvigbie )]  YFmer | seMowup
Campus Mame. Building Columns |
E 1) I bar . Bullding Number »

®Visble | T Fiiter % Move Down

Lo Iding Haem
Abbroviation Buliding Name x

wvigbie ]  YFRmer | tMowup + Move Down

Wt utside SE % | The Report Selections section on
DESEESNN|  vewer | eMoeup | +woweoown the right shows the current report

45 COMET Fl x definition, including the data
 —— L T WY T elements that have been added

Cwnership Type

Assmgsment Noles

10e condition x from each category, the order in
I o[t N, | % Move Do which columns will be displayed,

— e construstion Year x and any field-level options, such
i | T Filtar | tHoeup + Move Down PRI
as column visibility or filters.

Last Addition

® Visibio

DeMGs Construction Type %
ROOMS 3 EEEEI]  YFmer [ amMowup T

DEFICIENCIES » BUILEMGS Last Renovation %

- Visible 4+ Move Up W Move Down

SM PROJECTS >

If this is a new report, tn you will see the default report nanamd the Select Data pane on the left,
andthe 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.

Designinga report is a 4step 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

Important Note: Any time you create/copy a report, it is recommended that youmediately
change the name to a descriptive title for the report before you begin making other editslefault
report name will be used until you provide your own title for the report, and each new report will
have the same titleitwith “(COPY)” appended

When initially creating/copying report, you should firgbrovide a name that appropriately describes
the report in order to avoid any possible confusion associated with having multiple reports with names
similar to the defaulteport name.



To title your report, tick the #editname |ink that appears next to the curreméport name, and the
name will become editablé\fter changing the report name textlick ' to save the new name.
Clicking® will discard edits and leave the previous report name unchanged.

Step 2: Select Columns

The data availableor reportingis presented in the Select Data pane on the left, organized into
categorief e. g. “ DI STRI CT Srheseocategbrigshare Bisp@ykdEWitT isdentation to
represent the natural hierarchy of the data and to make it easier to see the way that thenetion will
be grouped when displayed (séeReport Resulfs
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REPORT DESIGNER |l Run Report & Go to Dashboard
Select Data My Custom Report ...
DISTRICTS »
AMPUSES Campus Code x
CAMPUSES >
Flitars: EQUAL TO 521 ™
SM FIVE YEAR PLAN
v ®visble | T Filter + Move Down
Campus Code @ Visible | T Fliter | #4Moveup
Campus Name Building Columns
ding Number 7 SUILDINGS Bullding Number %
_ @®wvisble | T Fliter ¥ Move Down

4GS Bullding Name x

@ Visible I T Fliter 4+ Move Up

Abbreviation

R | % Move Down
The Select Data section on the Outside S 7
; BUILDINGS Outside SF
left shows the data available to ownership Type utslde x
®visible | T Fliter | #Moveup | & MoveDown
add to the report. The data Assessment Notes
. . BUILDINGS COMET FCI
elements are organized into Condition = x
. . . @ Visible I T Fliter 4 Move Up | ¥ Move Down
categories, which list all of the Construction Type <
. . E NGS Condition x
related fields. Fields that have struction Year o — e [ sronn [ Srmoan
already been added to the report Last Addition
. b NGS Construction Year »®
are shown in blue and have a Location S i T
checked-box icon next to them. oM ,
ING Construction Type »®
ROOMS > ® Visible T Filter | #mMoveup | ¥ Move Down
DEFICIENCIES > IUILDINGS  Last Renovation %
@ Visible 4 Move Up | + Move Down

SM PROJECTS ¥

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. Yosesilhe field appear in its
respective category in the Report Selections on the right.

Remove Columns

To remove a field from the report, simply click 1%:on the right side of the field in the Selected
Columns pane.

Step 3SetFilters

It issometimesuseful to narrow down the data iareport, limiting theresultsto onlythe records that
meet certain conditions. Filters allow ybw set conditions on a specific data elemgand only the



records that meet that condition will be included in the resusch filter will be applied to all of the
records in that category (e.g. a filter on Building Status will limit the BUILDINGS resultsttmsaly
buildingswhich meet the filter condition).

Each data element that has been addedite Report Selectionisst as a column has a Filter button.
| Y Filter |

To add a filter, click the Filter buttomvhich will bring up a prompt to create the filter conditibp

selectingthe filtertype( e . g. “EQUAL TO” or *“ GREedsddenRestingithaN” ) and
the remrd meets the conditionFor example, a filter on the District Name field witfilzr type of

“CONTAI Nfigrvahde aof “ Ker nDISTRICTSsults tathese with a bsttict t h e

Namec ont ai ning “Kern”.

Filter Type
The filter types avéable depend on the type of fiel which you are adding a filter condition
Text fields may be filtered by:

1 CONTAINS: The filter value appears somewhere in the text of this field.
Note that CONTAINS filters are not casasitive, and the filter valumay appear anywhere in
the field text. For examplehe filter “Buildingd me CONT Al N Scludeanpbtonlywo ul d i
buildingswith* ar t ” at t h enames lmialsmbuildiggsith lfaméshiec h as “Li be
Ar tos’ Per f orming Arts Center”

1 EQUAL TChe textexactlymatches the filter value.

T NOT EQUAL TO: The text doesenaictly match the filter value.

Numberfields may be filtered by:

1 EQUAL TO: The numletactlymatches the filter value.

T NOT EQUAL TO: The number doatexactly match tk filter value.

1 GREATER THAN: The number is greater tham@mrdjual to) the filter value.
1 LESS THAN: The number is less thanr{anelqual to) the filter value.

Year fields may be filtered by:

1 EQUAL TO: The yaaractlymatches the filter value.

1 NOT EQUAL TO: The year dogtexactly match the filter value.
1 AFTER: The year is later than (antlequal to) the filter value.

1 BEFORE: The year is prior to (antequal to) the filter value.



Filter Value

Where appropriatethe possible values Wibe available as a list from which the user can select. For
example, Building Status provides options for Active, Deactivated, Offline, or Unclassified:

Filter

Building Status| EQUAL TO
Active =

|
Deactivated
Offline

Unclassified

Otherwise, simply type in the text/number for thiter valuein the input box
Multiple Filterson a Single Field

Whenmultiple filter conditions aredded to a single field, the ressiwvill includerecords that matchat
least oneof thefilter conditionson that fied. For example, adding two filter conditions to tBestrict
Codefield," EQUAQ 2 @id“ E QU AL ", wauld Gdtriat results tadistricts witheither a District
Code o ORaDBtécOCode 6f3 10 " .

Whenyou addmultiple filtersto a field, the Report Designardicates that thaecordsonly need to
meet oneof the filter conditions by separating the conditions withO R ” :

District Code x
Fllters: | EQUAL TO 020 % | OR EQUAL TO 310 x |
| OR EQUAL TO 610 % | OR EQUAL TO 740 x |

® | Y » v

Filters onMultiple Fields in the Same Category

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

For exampleconsiderareport with the followingfilters on BUILDINGS fields

1 Status EQUAL TO Aetiv
1 Outside SF GREATER THAN 10,000
9 Construction Year AFTER 1960

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

Step 4: Set Column OrdeM3sibility

Column Order

As youselectcolumns, 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:

4+ Move Up + Move Down




ColumnVisibility

If you would like to use eolumn only for filtering and not for display, simply click Yfisible/Hidden
togglefor that field in the Report Selections:

@ Visible @ Hidden |

|or

o. REPORRESULTS

After selecting torun areport, either from the Reports Dashboard or from the Report Designer, the

results will be displayed in a table layo&ny filters that were applied to the report data are listed at
the top of the report.

Grouped Report Layout

Whenthe report includes data from categories at different hierarchical levalssome data categories
are naturally grouped within or under another categesthen the report will automatically display the
information grouped at each levelFor example, if data columns are selected from CAMPUSES and
DEFICIENCIES, then the DEFICIENCIES data will be displmpextiby CAMPUSES, as seen below
(report definition in Report Designer, and the results)

FUSION2 e ey Adfectats G Sgnou FUSION2 e mentry | Adlocegats st om0t

REPORT DESIGNER |shl Run Report  # Go to Dashboard REPORT RESULTS € Retum to Designer  #§ Go to Dashboard
Select Data Contra Costa SM Projects .. FUSION2 Contra Costa SM Projects
pistaicrs e e 2 exc
s oo .
B v [ (e o e ]
Campus Code L] Ad
'SM PROJECTS FOR: 3T1-Contra Costa College
— x — e e
. T * sncerac .
P me — T e
pr—— . — ey e —
- -
SM Projects Columns Mechanical Performing Arts Center (PAC) - Approved $175,000.00
F———
» Other Gym Floor ishing Approved $50,000.00
Bt Bate = . Other Upgrade Campuswide Approved $170,000.00
Library AV/TV R Tt el Cran
" o ® Other Art Buding Repairs and Approved $120,000.00
e B ;
S, e =
e —
R Total Fundieg « (CAMPUS: 312-Diablo Valley College
S e
- | - e o |
B st
SM PROJECTS FOR: 512-Diablo Valley College
Project Type Project Title Status Totai funding
SM FIVE YEAR PLAN
> Exterior Two coat painting of wood Approved $395,000.00
BUILDINGS > o
Exterior Library Buliding s HVAC Approved $305,496.00
rooms , e e e
oot
— R e S
—
e —— 5 S e
==

Note: If the only data columns from a category hréden then that category will not create a grouping.
In the example above, District Code is includednfthe DISTRICTS category. If it were visible, then the
CAMPUSES and SM PROJECTS information would also be grouped by district.

FlatReport 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 exas#imgleding Campus Code,



Campus Name, and sevedather fields—but only from the SM Projects category of data elemavits
produce a flat/ungrouped report:

FUSION2

REPORT DESIGNER
Select Data
DISTRICTS
CAMPUSES
SM FIVE YEAR PLAN
BUILDINGS
ROOMS
DEFICIENCIES

SM PROJECTS

Faciiity Type

State Funding
Lacal Funding

Adverse Effect

€ v v ¥ v v v

Space lventory  AdHoc Reports  E-mamual  Sign Out
|l Run Report @ Go to Dashboard

Contra Costa SM Projects . uitnm

District Columns

DISTRICTS  District Code *

Fa (CoRTARSTO x
al v

SM Projects Columns

SM PROJECTS  Campus Code *
v .

5M PROJGCTS. Camoum Hame *

. v [+ | e

S PROJECTS Project Type x
- T o | %

SM PROJECTS  Project Ttle x

S v [ | o+

S PROJECTS Status *
sl v | o+ | e

SM PROJECTS Total Funaing x
@ v | e

FUSION2

REPORT RESULTS

FILTERS: | DISTRICTS District Code contains 310
Campus Code. Campus Name Project Type
m Contra Costa College  Other
m Contra Costa College  Utility
3n Contra Costa College  Utility
n Contra Costa College  Mechanical
sn Contra Costa College  Exterior
3n Contra Costa College  Other
m Contra Costa College ' Other
3n Contra Costa College  Mechanical
n Contra Costa College Mechanical
m Contra Costa College  Exterior
32 Diablo Valley College Mechanical
3 Diablo Valiey College  Exterior
31 Diablo Valley College Mechanical
n Diablo Valley College  Exterior
312 Diablo Valley College  Other
n2 Diablo Valiey College  Other
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4 Retum to Designer  #§ Go to Dashboard

Contra Costa SM Projects
Art Busding Repairs  Approved $120000.00
nd Mantenance
underground Approved $100,000.00
Lighting Condult
Replacement
Performing Arts  Approved $158,416.00
Center (PAC) - HVAC
AABulldig Chiler  Approved $200,000.00
Retrofit
Repaint the Knox  Approved 19400
Center
Gym Floor Approved $50,000.00
Refinisning
Upgrade Approved $170000.00
Campuswide
Emergency Alert
Systes
Men's Locker Room - | Approved $45000.00
Replace Boller
Performing Arts. Approved $175,000.00
Center (PAC) -
Rigging System
Retrofit
Replace Roof Approved $369,00000
Physical Sclence
Buiiding
Replace Wall Approved $202.516.00
Heating/Cooling
Units
AB Decking Approved $98,500.00
Repair and Upgrade  Approved $54,00000
Fire Sprinkler System
- Campuswide
Two coat painting of  Approved $395,000.00
wood buldings
AB Restroom Approved $445.414.00
Renovation
PAC Restroom Approved 328270000
Renovation - ADA

ExcelDownload

An Excel export is also available after running a regmyrtclicking the=
name at the top of the reportEach downloaded Excel file includedrnrmationtab with the date that
the report was generated, as well as any data restrictions/filters that vapmdied to the reportThe

results appear on the following tab(s).

EXCEL

In order to support further filtering and analyseny g oupi ngs
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
be
single table with a row for each building, and each building will include the data for the campus to which

grouped by campus. In the Excel version, theesamd at a

it belongs

Wi

link under the report

ar e an‘Ekcefriiendtye ned” i

necl

u d-ead ,

but



(= Campus Name Campus Size

in Contra Costa College I
BUILDINGS FOR: 3T1-Contra Costa College
Bullding Number Buliding Name Outside SF Condition COMET Fcl Status
7 FOOTBALL PRESS BOX 490 Sausfactory 53.25% Active
8 FOOTBALL 375 Satisfactory 40.85% Active
CONCESSION BLDG
9 BASEBALL PRESSBOX 91 Satisfactory 49.04% Active
10
A B c o E F G H
n H| 1 CAMPUSES Campus Code CAMPUSES-Campus Name  CAMPUSES-Campus Size BUILDINGS-Building Murber BUILDINGS-Building Name BUILDINGS-Outside SF BUILDINGS-Candition BUILDINGS-COMET FO BUILDINGS-Status
= 2 311 Contra Costa College L 7 FODTRALL PRESS BOX 430 Sanistactory 53.25% Active
3 Contra Casta College L [} FOOTEALL CONCESSION BLDG 375 satistactary 10.85% Active
4 Ll g (311 Contra Costa College L 9 BASEBALL PRESS BOX 91 Satisfactory 29.04% Active
15 NEE Contra Costa College L 10 GYMNASIUM 18032 Satisfactory 60.11% Adtive
6 311 Contra Costa Collage L 1 HUMANITIES 21036 Demolition Deactivated
L B 7 311 Conitra Costa College L 12 PE STORAGE 2232 Satisfactory 0.00% Active
7 Contra Costs College L 14 UBERAL ARTS 33000 Satisfactory £3.37% Active
= Contra Costa Collage L 15 UBRARY 32904 Satisfactory 1483% Active
Contra Costa College L 16 BIOLOGICAL SOENCE 19505 Satisfactory 57.14% Active
20 Contra Costa College L 17 MAINTENANCE SHOPS 5636 Satisfactory 155.41% Active
21 Contra Costa College L 19 MENS LOCKER 8560 Satisfactary 75.59% Active
Contra Costa College L 20 MUSIC 14522 Samistactory 59,3304 Active
23 Contra Costa College L 21 PHYSICAL SCIENCE 21430 Satisfactory T2.47% Active
28 Contra Costa College L 2 STUBENT ACTIVITIES 23018 Demolition Deactivated
Contra Costa College L 28 Voc Arts/ ComputerTech 30912 Satisfactory 56.30% Active
17 311 Contra Costa Collage L 9 WOMENS LOCKER 4479 Satisfactory T4.31% Active
= 18 311 Contra Costa College L 3 MAINT/POLICE OFFICES 6570 Satistactory 118.45% Active
19 311 Contra Costs College L 35 Gym Annex 24972 Satisfactory 52.31% Active
20 311 Contra Costa College L 37 ART 15900 Satisfactory 66.29% Active
21311 Contra Costa College L E:] HEALTH SCIENCES 10132 Satistactory 64.77% Active
2z 311 Contra Costa College L 39 PERFORMING ARTS CENT 21000 Satisfactory 34.14% Active
23 311 Contra Costa College L 20 APPLIED ARTS £ ADM., 50000 Satisfactery 36.52% Astive
24 311 Contra Costa College L a1 CUSTODIAL OFFICES 1332 Samisfactory 1.68% Active
25 311 Contra Costa College L a2 CHILD DEVELOPMENT CENTER 14504 Satisfactory 0.00% Agtive
26 (311 Contra Costa College L 3 CHEMICAL STORAGE BLDG. 4560 Satisfactory 14.36% Active
27 311 Contra Costa College L 2] STUDENT SERVICES 19280 Satisfactory 0.00% Active
6 (311 Contra Costa College L 25 Boiler #1 Unclassified
29 311 Contra Costa College L 16 Auto Compressor Bldg Unclassified
"

Whereaccurate rendering of the data into an Exfréndly formatrequires nore 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 tlas Erpalréite
tabs

91 one table with a rav for each deficiacy record with its campus data, on a tab named
DEFICIENCIES

1 one table with a row for each SM Project with its campus datea tab named SM PROJECTS

Complex reports with many datasets may have several tables/tabs in order to padiviiga in this
format that can be easily filtered and aggregated in Excel.
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