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Argos for Typical Users 
 
This document explains how to use the report generation tool, Argos, to create reports using 
Banner data. 
 

What is Argos? 
Argos stands for “Adhoc Report Generation and Output Solutions”. Argos allows you to access 
Banner data, create reports, perform analysis and view the data in different ways. 
 
There are four types of Argos users: 

·  Typical 
·  Report Writer 
·  Designer 
·  Administrator 

 
Typical 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 Services work order requesting access to Argos. 
The work order should include the user’s complete first and last name as given to Human 
Resources. Types of reports needed should also be included in the work order. 
 
A new computer user may request Argos on the Computer Access sheet. If possible, include the 
types of reports needed on the access sheet. 
 

How to access Argos 
NOTE: Prior to logging into Argos, you may need to add the “Argos Reporting” channel to a tab 
of your choice in myCuesta. Refer to “Subscribing, how to add channels” in the myCuesta 
General Info manual: 
http://www.cuesta.edu/deptinfo/elic/project_oz_training_materials/mycuesta_general_info_manu
al.pdf  
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IMPORTANT: 
·  If you accessing Argos from off-campus, you must do the following: 
 

a. In myCuesta, click the link, “Click here to access  
your Applications”, in the Access Citrix  
Applications channel (on the My Job tab). 

b. Click the Argos Reports icon  at the Applications screen.  
c. Proceed with step 2 below. 

 
 

1. In myCuesta, locate the Argos Reporting channel, 
and then click on the text “Launch ARGOS”.  
 
The Argos Client Launcher window will appear. 

 

 
 

IMPORTANT: If the Argos Client Launcher window remains on the screen and no other 
screens appear after, follow the instructions on the Argos Client Launcher window. These 
steps will install an ActiveX control necessary to run Argos. 
 
The Argos application window will appear, followed by the Login screen on top of it. 
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2. In the appropriate fields enter your username (if necessary) and your password, and then 
click the Login button. 
NOTE: Your username and password are the same as those for myCuesta. 
IMPORTANT: Do not click “Remember the password for this user” 
 
The login screen will disappear, revealing the Argos application screen. 
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Components of ARGOS 
·  The Explorer Tree is a collection of folders, datablocks and reports that appear in the 

left pane of the Argos screen. The Explorer Tree displays only those items to which the 
user has access. 

·  Folders  in the Explorer Tree help to keep datablocks and reports organized. You 
may expand a folder by clicking its plus sign [+] or collapse the folder by clicking its 
minus sign [-]. 

·  DataBlocks  are pre-formed collections of Banner data, developed by an ARGOS 
designer. End-Users and Power-Users can create reports using the data within a 
DataBlock. Information in a DataBlock can be displayed on the screen (via QuickView) 
or in printed format (report). 

·  Reports  are collections of preformatted data designed to be printed, downloaded as a 
CSV (comma-separated value) file, or emailed. 

 
 

 
 
 

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

Running Quick View 
1. If necessary, expand a folder by clicking the plus 

sign (+) to its left. 
2. Select the desired DataBlock. 

The DataBlock will become active, displaying 
information in the right pane, along with one or 

Explorer  
Tree 

DataBlock Information 
·  Notes (for Designers) 
·  Associated Connection/Pool 
·  Author 
·  Date Created/Date Modified 
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more option buttons. 
 

 
 
 

3. Click the Quick View button.  
The screen displayed will depend upon the DataBlock selected.  

4. Choose the desired parameters from the available lists. 
5. If available, click the Run Query button. 

The results will appear in the display pane. 
If desired, repeat steps 4 and 5. 

 

 
 

6. When complete, click the Close button. 
NOTE: Prior to closing, you can save the results to a file. (See below) 

The sort order of the results  is 
often pre-configured. You can 
change the sort by clicking on 
the column name in the 
output window. 

Click on Close 
when you are 
done. 
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Saving Quick View Results 
1. After running a Quick View query, right-click on the results. 

A shortcut menu with the single option, “Save Results…”, will be displayed. 

2. Click Save Results… on the shortcut menu.  
A Save Results dialog will appear. The contents are dependant upon the DataBlock 
selected. 

 

 
 

3. Select the desired options: 
·  Check (or uncheck) those fields you wish to include (or exclude) in the export. 

·  Use the up/down arrows  to move the placement of the highlighted field. 

·  Click the Select all button  to select all available fields. 

·  Click the Select none button  to deselect all fields. 

·  Click the Rename button  to rename the header of the highlighted field. 
·  Click the check box by Write headers  to include header names for 

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

·  Click the Save button to save the output to a CSV (or text) file on your hard drive. 
·  Click the Launch button to save the output and launch the associated program. 

(Example: launch Excel for a CSV file.) 
The Save Grid Results dialog will appear. 
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5. Select where you wish to save the document (Save in:) and what you wish to call the file 
(File name:). 
NOTE: If you wish to save as a text file, change the Save as type: field from “Comma 
Separated Files” to Text Files”. 

6. Click the Save button. 
The data will be saved. 
NOTE: If Launch was selected (step 4) the saved file will open in an associated program. 

 

Report Generation 
Argos allows easy generation of preformatted reports. 
 

Generating a Report 
1. If necessary, expand a folder by clicking the plus sign (+) to its left. 
2. If necessary, expand a DataBlock by clicking the plus sign (+) to its left. 
3. Select the desired report. 

The report will become active, displaying information in the right pane, along with one 
or more option buttons. 
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4. Click the Execute button. 

 
The screen displayed will 
depend upon the report 
selected. (The screen on the 
right is an example.) 

 
5. Choose the desired parameters 

from the available lists. 
 

6. Click the Next 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. Click the Preview button. 

The Report Preview screen will 
appear. 

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

c. When finished, click the Close 

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, RTF (Rich Text) or XLS (MS-
Excel) 

a. Click the Save to File button. 
The Save to File dialog will 
appear. 

b. Select where you wish to save in 
the Save in field. 

c. Type the file name in the File 
name field. 

d. Select the file type from the Save 
as type field. 

e. Click the Save button.  
An additional Setup screen will appear. 
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f. Select the appropriate options, and then click the OK button. 
The report will be saved and will appear on screen, opened in the appropriate 
application. 

 
·  Email – Temporarily creates a file 

(PDF, HTML, RTF, or XLS), then e-
mails the file as an attachment. 

a. Click the Email button. 
The Save to File dialog will 
appear. 

b. Select where you wish to save in 
the Save in field. 

c. Type the file name in the File 
name field. 

d. Select the file type from the Save 
as type field. 

e. Click the Save button.  
An additional Setup screen will appear. 

f. Select the appropriate options, and then click the OK button. 
The report will be saved and will appear on screen, opened in the appropriate 
application. 

g. If necessary, close the application 
window. 
The Send an Email dialog will 
appear. 

h. Type the address(es) in the To field. 
i. Type a subject in the Subject field. 
j. Type a message in the Body field. 
k. When ready, click the Send button. 

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

 
 

·  Print  – Prints to a specified printer. 
a. Click the Print  button. 

The Print dialog will appear. 
b. If necessary, select the desired printer. 
c. Click the OK button. 

The report will be printed on the 
selected printer. 
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QuickLaunch 
DataBlocks and reports can be added to the QuickLaunch tab, simplifying access to them. 
 

Add To QuickLaunch 
1. Right-click on a DataBlock or a report icon. 

A shortcut menu will appear. 
 

 
 

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

 

 
 

3. Click the OK button. 
 

Access Data via QuickLaunch 
1. Click the QuickLaunch tab. 

Those DataBlocks and reports added to QuickLaunch will appear. 
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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 the Execute button. 
b. Follow the appropriate steps for running a DataBlock or generating a report. 

·  Rename – Allows giving the icon in QuickLaunch a new name. 
NOTE: This does not affect the name of the original DataBlock or report. 

a. Click the Rename button. 
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 typed text. 

c. Click anywhere in the Argos window to complete the rename. 
·  Delete – Removes the icon from the QuickLaunch tab. 

a. Click the Delete button. 
A confirmation dialog will appear. 

 

 
 

b. Click the Yes button. 
The selected icon will be deleted from the QuickLaunch tab. 

·  Locate – Displays the original DataBlock or report associated with the selected icon. 
a. Click the Locate button. 

The Explorer tab will display with the associated DataBlock or report 
highlighted. 

 
 


