Argos for Typical Users

This document explains how to use the report géioaréool, Argos, to create reports using
Banner data.

What is Argos?

Argos stands for “Adhoc Report Generation and Oufmiutions”. Argos allows you to access
Banner data, create reports, perform analysis &wd the data in different ways.

There are four types of Argos users:
- Typical
Report Writer
Designer
Administrator

Typlcal users can perform the following functions in Argos
Run a previously created QuickView
Run a previously created Report
Create a shortcut to a Report or QuickView
Export a report to PDF

How to request access to Argos
Existing Banner users may submit a Computer Seswie@k order requesting access to Argos.

The work order should include the user’'s complett &nd last name as given to Human
Resources. Types of reports needed should alswcheled in the work order.

A newcomputer user may request Argos on the Computeegscsheet. If possible, include the
types of reports needed on the access sheet.

How to access Argos

NOTE: Prior to logging into Argos, you may needattd the “Argos Reporting” channel to a tab
of your choice in myCuesta. Refer to “Subscribimgy to add channels” in the myCuesta
General Info manual:

http://www.cuesta.edu/deptinfo/elic/project oz rnmag_materials/mycuesta_general_info_manu

al.pdf
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IMPORTANT:

If you accessing Argos fromiff-campus you must do the following:

a. In myCuesta, click the link,Click here to access Rocess Gitrix Applications Bz
your Applications”, in the Access Citrix Tl applean provils Gucsia Colons amoloee
Applications channel (on the My Job tab). e Serces at et A Flesse et

This pdf document describes how to access your Qutlook
email via Citrix.
| .- i

b. Click theArgos Reportsiconrsrerts at the Applications screen.

c. Proceed with step 2 below.

1. In myCuesta, locate the Argos Reporting channel|, |Ar908 Reporting BEE

and then click on the textaunch ARGOS’. = |Launch ARGOS

The first time you log in to this program, you
will be asked to install and run the Argos

The Argos Client Launcher window will appear. Client Active-x cortrol.

Client Launcher

step 1:
Find the Information Bar at the top of this screen.

|

[Eloee [T Malocaliwranet

IMPORTANT: If the Argos Client Launcher window r@msaon the screen and no other
screens appear after, follow the instructions om Alngos Client Launcher window. These

steps will install an ActiveX control necessaryun Argos.

The Argos application window will appear, followleglthe Login screen on top of it.
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Lsername Foraet this user
f E | Ij smit,hl j
| [l
& Password

¥ Remember this user

[~ Remember the passward For this user

Edit Servers Server: evision,cuesta,edu § evision,cuesta,edu )

Wersion 30,1, 224 Loain I Cancel |

2. In the appropriate fields enter your usernameddassary) and your password, and then
click theLogin button.
NOTE: Your username and password are the sameoas flor myCuesta.
IMPORTANT: Dot click “Remember the password for this user”

The login screen will disappear, revealing the Axgpplication screen.

< Argos - Cuesta College _|of x|
le e
| ® $ B OB X B B L} o
Logout | Back By | @t Copy peste Deleie Tiport Export Publsty  Seclrlty. | COOP 5= Support
uickaunch | Dashbosrds | ._/01-Banner Production e
Explorer
Computer Services
General
B oy Gving History
“ a Giving History
=] General
= Security Look Up In
+ lly Security Object:
' oMy Security Report
< | 3
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Components of ARGOS

TheExplorer Tree is a collection of folders, datablocks and reptret appear in the
left pane of the Argos screen. The Explorer Trapldys only those items to which the
user has access.

Folders in the Explorer Tree help to keep datablocks aparts organized. You
may expand a folder by clicking its plus sign [¥]oollapse the folder by clicking its
minus sign [-].

DataBlocks # are pre-formed collections of Banner data, dewaddpy an ARGOS
designer. End-Users and Power-Users can creategsesing the data within a
DataBlock. Information in a DataBlock can be digpld on the screen (via QuickView)
or in printed format (report).

Reports " are collections of preformatted data designecetprimted, downloaded as a
CSV (comma-separated value) file, or emailed.

= Argos - North Orange Coun
File Edt View Took Help

[
o S (N R = -
it Eiit this Datafiock
& v _Co Detete | Delote this Datatlock

ty £CD

Hotes | viewjeds the notes on this DataBlock
‘ Y. STLDENT _ACADEMIC_HISTORY [71 e il

o 5_STUDENT_ASSESSMENT_TESTS NewRepert | Creste s new Report from this Detatiock

& 5% STUDENT_COMMENTS

& SV_STUDENT_CURRENT_COURSES Edt the secury settings for this Datalock

= .l SW_STUDENT CLRRENT_COURSES - Enhanced Publish this D sBlock to the Aegos Publish server)
: ssosted Corpeenpog Reports
Exp|0rer Banne TEST (1) -
— Buthor: rwakte
Tree st Cremed: 2005 354555 1
Date Last Modffied: 3/30/2005 1:17:13PM
® - . CONFIDENTIAL INFORMATION NOTICE
# ol 5V _TERM_PROGRAM_REVH
& S_TERM_SECTION
Fitestial ufamation at i fhe poparty oftie orl s Connty Commanity Collage District

iy SU_TERM_SECTION FIE DataBlocks [euuao wisecet i i ot B e o B i

o 5¥_TERM_STLDENT_DISABILITIES b, sdenimistratoos 2sles s sgplicdd b Low, ivchad g the Famady Fights and Praracy Actof 1974

& 5V_TERM_STLDENT_EOPS comsidured e boyes mizconduct ad maybe atb et b diseplinuy acton

o 5Y_TERM_STUOENT_MATRICULATION Enpls it b S il o el oo e, i e oyl i ot

& 5Y_TERM_STUDENT SERVICES coraiiond heteas AT e selestd sy sl oragancy rcbomd i e Hs P comRIE

\ Usar Training Fled aomauly yousr gervisor f govu Bave oty quastions abowt thisnorize
wser: pormal

Quick View displays the selected contents of a Blatek on the screen, with the option of
saving the results in a text or comma-separatatevide. (Comma-separated value files can be
opened and manipulated in programs like Excel atxkss.)

Running Quick View DataBlock Information
1. If necessary, expand a folder by clicking the plu - Notes (for Designers)
sign (+) to its left. - Associated Connection/Pogl
2. Select the desired DataBlock. - Author
TheDataBlock will become active, displaying - Date Created/Date Modified
information in the right pane, along with one or
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more option buttons.

< Argos - Cuesta College: i _(of x|
File Edt %iew Tools Help

& .

E T | i B | J = 9
Logout | Back  Fo | et | Tmport £ | Pt Sy | CooPSie  Support
Explret | cuiclaunch | Dashboards | ‘ Cash Transactions Detail
= 01-Banner Production Detail by Program Code (Selected Funds)

[l |/ Computer Services
L £ Quickifiew | Execute this DataBlock as a Quickfiew Report
= iy Cash Transactions Detail
< Cash In Caunty Treasury Edit Edlt this DataBlock
£ iy Giving History Delete Delete this DataBlack
s Giving History
G s General Totes View/edit the notes on this DataBlock
B Security Look Up Information Create a new Report from this DataBlock,
- ol Security Objects Belonging to a Class (Q
Edit the securiy settings for this DataBlack
v oy Security Repart By Object (QV)
Pubist Publish this DataBlock to the Argos Publish server
It Date Edit the raw object data that defines this DataBlock,
#ssociated Connection/Pool
[ & eron |
Author: ArgosDevTeam
Date Created: 9/5/2007 11:44:38 AM
Date Last Modified: LO/4{2007 10:03:46 AM
4] ]
iserver: evision.cuesta.edu  |user: slanders i

3. Click theQuick View button.
The screen displayed will depend upon the DataBsedécted.
4. Choose the desired parameters from the availadite li
5. If available, click theRun Query button.
The results will appear in the display pane.
If desired, repeat steps 4 and 5.

< Executing "Cash Transactions Detail”

=1gix]

Wersion 1.0 —

Cash Detail Selection

~ CUESIA COLLEGE

Select report criteria: Select accounting criteria (wildcard %6 ok):

Chart of Accounts: |1 - Cuesta College j

Fiscal Year: |os: from 01-J0-07 to 30-Jun-08 ¥
Period: |o1: from 01-3ul-07 to 31-1u-07 - Fund Code: v

Summary Level:

The sort order of the results is
often pre-configured. You can

Run Query

Quickview Results

change the sort by clicking on
the column name in the

Fv | pd | coa|Fund Do # Rule | _DATE Description DEEITS CREDITS )

T Y 1100 . 1 B 0 -

[ TR 1100 FO300001 ARL  7/9/2007 Dental 0 74.5 0 Utp ut win d ow.
i TR 1100 FO300001 ARL  7/9[2007 yision il 22,15

i TR 1100 FOB00002 ARL  7/10/2007  Blus Shisld Flan A il 367106

001 1100 F0300002 ARL  7/10/2007  Blue Shield Plan B 0 221465

[ TR 1100 FOB00002 ARL  7/10/2007  Dental 0 1668.75

0o 1 1100 F0300002 ARL  7/10/2007  Rent-SLO DSS{NCC 0 1651.86

[ TR 1100 FO300002 ARL  7/10/2007  SISC40303R DorWD 0 1420

i TR 1100 FO300002 ARL  7/ID2007  SISC40303TS or TD il 410

001 1100 F0300002 ARL  7/10/2007  SISC40303UDor QD 0 837

i TR 1100 FO300002 ARL  7/10/2007  Vision 0 211,19

o ool 1 1100 0800003 JEI6  7/10/2007  Repay Temp Loan Fdl100-Fdgs00 40000 o H

001 1100 0800003 JE16  7/10/2007  Repay Temp Loan Fd1100-Fd7401 100000 0 Cl | Ck on C Iose
[ TR 1100 08000053 JEI6  7/10/2007  TempLoan Fdl 100-Fd5100 0 15000

03 0l 1 1100 10800005 CROS  7/10/2007 2007 TRAN 4000000 ] 1] When y()u are
[T TR 1100 05000004 DNMI  7/11/2007  Blue Shield of California 0 139686.22

i TR 1100 FO300003 ARL  7/U[2007  Blus Shisld Plan A il 5056.21 dO ne
001 1100 FO300003 ARL  7/11/2007  Blue Shield Plan B 0 4288.92 .

i TR 1100 FO300003 ARL  7/U[2007  Dental 0 19389

0 01 1 1100 F0300003 ARL  7/11/2007  SISC40303RDor WD i 3059

When complete, click th€losebutton.

NOTE: Prior to closing, you can save the resulta fide. (See below)
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Saving Quick View Results
1. After running a Quick View query, right-click ondhresults.

A shortcut menu with the single option, “Save Resuf, will be displayed.

2. Click Save Resilts..on the shortcut men —22r==_|

A Save Results dialog will appear. The contentsdapendant upon the DataBlock
selected.

Save Results

v Write headers

ilililgl Rename | [ Use format "Variable.Field"

FTYFSYR_FIYR_CODE

v FYDisplay
FTYFSPD_FSPD_CODE
FTWFSPD_PRD_START_DATE
FTVWFSPD PRD_END DATE
FTYFSYR LAST PERICLH
DisplayPeriod
RECCORDCOUMNT
FISCAL_YEAR _CODE
PERLOD _CoODE
CHART_CODE

L FUMD _CODE

[ ACCT_CODE Ll

DILILE I ASS

R =]

I o

Some Fields have been disabled since they have NULL walues, To enable these fields
select a row From the corresponding conkral on the previous screen,

Save | Launch | Cancel |

3. Select the desired options:
- Check (or uncheck) those fields you wish to inclgoieexclude) in the export.

Use the up/down arrowilﬂ to move the placement of the highlighted field.
Click theSelect aIIbuttonil to select all available fields.

Click theSelect nonebuttongl to deselect all fields.

Click theRenamebutton &= | to rename the header of the highlighted field.
Click the check box byrite headers ¥ ‘irite headers to include header names for
each field.

4. Select whether you wish to save or save-and-launch:

- Click theSavebutton to save the output to a CSV (or text) diteyour hard drive.
Click theLaunch button to save the output and launch the assocptegram.
(Example: launch Excel for a CSV file.)

The Save Grid Results dialog will appear.
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5.

Save Grid Results K E3
Save jn: I@Desktop j &) i e (R

E] My Documents
'1_} My Computer
%) My Metwork Places

B
-

My Computer

File narne: I j Save I
- € | |
J ancel I

Save as lype: IComma Separated Files [".cav)

Select where you wish to save the docum8awé in) and what you wish to call the file
(File name)).

NOTE: If you wish to save as a text file, changeSve as typefield from “Comma
Separated Files” to Text Files”.

Click the Savebutton.

The data will be saved.

NOTE: If Launch was selected (step 4) the savedil open in an associated program.

Report Generation
Argos allows easy generation of preformatted regport

Generating a Report

1.
2.
3.

If necessary, expand a folder by clicking the @igs (+) to its left.

If necessary, expand a DataBlock by clicking thesgdign (+) to its left.

Select the desired report.

The report will become active, displaying infornoatin the right pane, along with one
or more option buttons.
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4. Click theExecutebutton.

Execute |

The screen displayed will
depend upon the report
selected. (The screen on the

—b

right is an example.)— e

5. Choose the desired parameters
from the available lists.

6. Click theNext button._"*=>_|
Depending on the report there
may be additional screens
requiring parameter selection.
If so, repeat steps 5 and 6 until
the Executing screen appears.
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7. Select the desired output:
- Preview— Causes the report to be
displayed on-screen

a.

C.

Click the Preview button.

The Report Preview screen will
appear.

Use the toolbar buttons to vietv,
navigate, search, print and/or
save the report.

When finished, click th€lose

button in the upper left
corner of the screen.

Save to File— Saves the report in one of
four different file formats; Adobe PDF,

HTML,

Excel)
a.

Argos for End-users

RTF (Rich Text) or XLS (MS-

Click the Save to Filebutton.

The Save to File dialog will
appear.

Select where you wish to save’in
the Save infield.

Type the file name in thEile

namefield. \
Select the file type from th®ave \
as typefield.

Click the Savebutton.
An additional Setup screen will appear.
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f.

Select the appropriate options, and then clickQRebutton.
The report will be saved and will appear on scremgened in the appropriate
application.

Email — Temporarily creates a file
(PDF, HTML, RTF, or XLS), then e-
mails the file as an attachment.

a.

Click theEmail button.

The Save to File dialog will

appear.

Select where you wish to save’in

the Save infield.

Type the file name in thiile

namefield.

Select the file type from theave=— N
as typefield.

Click the Savebutton.

An additional Setup screen will appear.

Select the appropriate options, and then clickQKebutton.
The report will be saved and will appear on screggened in the appropriate
application.

If necessary, close the application

window.

The Send an Email dialog will

appear.

Type the address(es) in the field.——

Type a subject in thBubject field. =———>»

Type a message in tiBody field.
When ready, click thsendbutton.\’

The report will be sent as an
attachment in an e-mail.

Print — Prints to a specified printer.

a.

b.
C.

Argos for End-users

Click thePrint button.

The Print dialog will appear. /
If necessary, select the desired printef.
Click theOK button.

The report will be printed on t
selected printer.
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QuickLaunch

DataBlocks and reports can be added to the Quiakitatab, simplifying access to them.

Add To QuickLaunch

1. Right-click on a DataBlock or a report icon.
A shortcut menu will appear.

2. SelectAdd to QuickLaunch from the shortcut menu.
A confirmation screen will appear.

3. Click theOK button.

Access Data via QuickLaunch
1. Click theQuickLaunch tab.

Those DataBlocks and reports added to QuickLaunttappear.
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2. Click the desired DataBlock or report.
The buttons on the right pane will become active.
3. Click the desired button:
Execute— Runs the selected DataBlock or report

a. Click theExecutebutton.

b. Follow the appropriate steps for running a DataBlocgenerating a report.
Rename-— Allows giving the icon in QuickLaunch a new name
NOTE: This does not affect the name of the origivatiBlock or report.

a. Click theRenamebutton.

The name of the selected item will be highlighted.

b. Type a new name for the selected item.

The highlighted text will be replaced with the typext.

c. Click anywhere in the Argos window to complete teerame.
Delete— Removes the icon from the QuickLaunch tab.

a. Click theDeletebutton.

A confirmation dialog will appear.

b. Click theYeshbutton.
The selected icon will be deleted from the Quickichuab.
Locate — Displays the original DataBlock or report asatel with the selected icon.
a. Click theLocate button.
The Explorer tab will display with the associatedt&Block or report
highlighted.
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