Report Builder Guidelines
Greetings Statistics Expert Panel!

This is Jolene from the USDA's FAEIS office.  First off, please let me express FAEIS's thanks to you for serving in this capacity. We sincerely appreciate your time and efforts towards our statistical integrity.  In preparation for the up and coming Statistical Panel Meeting, we thought you might like to access Report builder to delve into the data available in FAEIS.

To assist you with report builder, I thought you might like some basic instructions on how to use report builder.  You should have received your FAEIS user id and password previously.  If you did not please contact me so that we can resend that information to you.  Please don't forget that the FAEIS HelpDesk is available to assist you with report builder from providing a walkthrough of Report Builder to generating reports on your behalf.

Generating a Standard Enrollment Report
STEP 1: Login into the FAEIS Report Builder
* Go to the FAEIS web site at http://faeis.usda.gov and click "Enter the FAEIS Website."
* Click on "Report Builder" link at top of page.
* Enter in your FAEIS ID and password and click "Login."
* If you do not have a FAEIS ID, contact the FAEIS Help Desk at
faeis@vt.edu.

STEP 2: Set criteria for the report
* Click the blue button beside "Layout."
* Under "Survey Type" click the pull-down menu and choose 
"Enrollment" and click "Set Survey."
* Under "Years" click the boxes of 2007, 2008, 2009 and click "Set Years."
* Along the menu at the top, click the blue button next to "Academic Filters."
* Click on the blue button next to "Select Disciplines."
* A menu will appear with all of the disciplines listed. Scroll down the list and click "Agribusiness/Agricultural Business Operations" and then click "Select one or more disciplines." Go back to the menu 
list and choose all of the disciplines that apply to agribusiness, holding down the CTRL-key to select multiple items. Click "Add a discipline to your list."
* Go to the top menu and click the blue button next to "Report Layout."

STEP 3: Design the report layout
* Under the table titled "Report Layout - Enrollment Survey" go to 
"Columns" and use the pull-down menu to choose "Year."
* Go to "Sub-columns" and choose "Gender."
* Go to "Rows" and choose "Ethnicity."
* Go to the bottom of the table and click the button titled "Set
Report."
* Go to the top menu and click the blue button next to "View Report."

STEP 4: Download report to your computer
* Your report will be on the screen.
* Download an Excel spreadsheet version of the report by clicking on 
the blue button next to the title "Excel (download report to Excel worksheet)."
* Download a Word document of the report by clicking on the blue 
button next to the title "Word (download report to Word document)."

To generate degrees awarded reports, simply change the report type to "Degrees Awarded" then follow the steps above.
For generating faculty reports:
To compile the report in the FAEIS Report Builder, follow the steps below.
1. Log in to Report builder with FAEIS username and password
2. Click on "LAYOUT" button to select variables for report
3. Choose Faculty from the "SURVEY TYPE" drop down menu
4. Click "Set Survey"
5. Select boxes for years 2007, 2008 and 2009
6. Click "Set Years"
7. Choose 'Year' from the "COLUMNS" drop down menu
8. Choose 'Academic Rank' from the "ROWS" drop down menu
9. Choose 'Table Cells: Headcount' has been chosen from "OPTIONS" 
drop down menu
10. Click "Set Report"
11. Click on "ACADEMIC FILTERS" button at top of page
12. Click on "Select Program Areas" button
13. Choose "Family and Consumer Sciences/Human Sciences" from list
14. Click "Set"
15. Click "View Report" button at top of page

In addition to these three types of reports, we also have reports on Placement and Board of Human Sciences that can be generated for you by the FAEIS HelpDesk Team. Please contact them by email at faeis@vt.edu or by phone at 540/231-4941

