Module 5: Creating Reports

This tutorial will explain how to create reports using maps in the CEDS Alignment Tool. Reports can be
created about published maps whether or not a user is logged into the CEDS Website. Additional
reports are available to logged in users about their own maps not yet published.

Reports Wizard

This topic will discuss the features of the Report Wizard. Users do not have to be logged into the CEDS
Website to access the Reports Wizard. However, when not logged in, users are restricted to maps that
have been published.

To begin, select Reports in the purple menu at the top of the CEDS Website. You are now at the first
step of the Reports Wizard. The Reports Wizard allows you to filter the available maps so that you can
quickly find the maps you are seeking. For each filter, the selection of ALL is available.

The first filter is Domain. The Domain relates to whether a map is Early Learning, K12, Postsecondary,
P20, or Other. The second filter is Affiliation Type. The Affiliation Type will change based on the Domain
chosen. Click Next to go to Step 2 of the Reports Wizard.

The list of states and territories are now displayed. The States with maps that are available for building
reports are bolded. More Than One State means the map applies to an education stakeholder that
crosses state lines. Not Applicable means that the map applies to an education stakeholder, such as a
national association, that does not relate to a specific state. Select the states of interest by clicking on
the checkbox to the left of each state’s name. Click Next to go to Step 3 of the Reports Wizard.

Step 3 displays the maps that meet the Domain, Affiliation Type and State criteria you selected. See the
maps by expanding each level. First, click to the left of a state name. Now the Domain is displayed.
Expand further by clicking to the left of the Domain. Now the available maps are displayed. You can
select up to three maps to compare at one time. Select your maps then select Next to go to Step 4 of
the Reports Wizard.

Step 4 shows the type of Reports available to you. If you are not logged in or do not have a user
account, you will see the four reports along the top. These four reports are available to all users on
published maps. When logged in, these reports are available for any published maps as well as for any
maps to which you are assigned, regardless of whether or not they are published. Descriptions of each
of these reports will be provided in upcoming sections.

Select a report and click Next to go to Step 5 of the Reports Wizard. Step 5 allows you to filter the
report to display information based on specific CEDS elements rather than all elements. To limit the
CEDS elements related to the report, uncheck All CEDS Elements. You now see the CEDS element tree
view. The list you see first are the domains in CEDS. Expand a domain to show the entities by selecting
the small box to the left of the appropriate domain. Expand an entity to show the categories. Expand



the categories to show the elements. You select the element by clicking in the checkbox to the left of
the element name.

You can also filter for a CEDS element by using the keyword search or by filtering based on the domains.
To select all CEDS elements, recheck All CEDS Elements. Click Next to view the report.

Specific Reports

This section assumes you have completed Steps 1-3 of the Reports Wizard to select the map or maps for
which you wish to create a report. For purposes of this demonstration, we will select All CEDS Elements
in Step 5 for each report.

Data Dictionary Only Report

This topic will discuss the Data Dictionary Only Report. The Data Dictionary Only Report will display the
element information for the selected maps. When multiple maps are selected, each map will be listed
concurrently.

Select the Data Dictionary Only report and click Next to go to Step 5 of the Reports Wizard. Click Next to
view the report.

When the Data Dictionary Only report appears you will see the name of each of the maps selected
during the Reports Wizard. To view the elements within that map, click on the greater than sign to the
left of the map’s name. The report displays four columns: System Name, Database Name, Table Name
and Element Name. The information from your map appears in these columns. For more information
about a particular element click Show Details on that row. A pop-up box appears that shows all of the
information about the element.

The entire map can be downloaded to view all details at once. To download the map, click on Download
Full Report in the top right corner.

If you have run this report and want to see the CEDS elements aligned, click Show CEDS Alignment. Now
you see all of the information from the previous report in the first column. The next columns are the
CEDS Element to which your element has been aligned as well as the responses to the two alignment
questions. For more information about the alighment questions, please view Module 4: Aligning

Elements to CEDS. This time when you select Show Details you see the Map’s Element Information on

the left and the CEDS element information on the right.
To choose another report, click “Select New Report” in the top right corner.

Data Dictionary + CEDS Info Report

This topic will discuss the Data Dictionary +CEDS Info Report. The Data Dictionary + CEDS Info Report
will display the element information for the selected maps along with the CEDS elements to which the
maps have been aligned. When multiple maps are selected, each map will be listed in its own
subsequent column.



Select the Data Dictionary + CEDS Info report and click Next to go to Step 5. Click Next to view the
report.

This report is the same report as when you select the Data Dictionary Only report and choose Show
CEDS Alignment. Choosing this report from the menu allows you to view the report without having to
go through the Data Dictionary Only report.

Data Dictionary + Category

The Data Dictionary + Category report builds off the previous report in that now any user can view an
entire data dictionary at the entity (or category) level rather than at the element level.

Select Data Dictionary + Category then click Next. Click Next to view the report.

At the top is the option to select a view. There are four ways to view this information. The first, All
Elements by Category, means you will view EVERYTHING. The report groups your information based on
the Entity or Category of the CEDS element which is aligned to your elements. If an element could not
be located in CEDS or does not yet have its alignment completed, it will show up under the “Unassigned
Category.”

Elements marked as “Element Could Not be Located in CEDS” during the alignment process are reviewed
by the CEDS Administrator and assigned to a category.

To view the elements, click on the greater than sign next to the Category name. The display changes to
show all elements associated with that category.

The SHOW CEDS ALIGNMENT option is on this report and will display your elements and the CEDS
elements to which they were aligned. When this option is selected you quickly see which elements are
aligned to CEDS and which elements could not be located in CEDS, but are associated with a specific
category.

The other views allow you to filter the report based on whether or not elements have been aligned to
CEDS.

CEDS Elements with No Alignment

The CEDS Elements with No Alignment Report is a report of CEDS elements that were not aligned to the
map. The system will base the report on the domain chosen in the report wizard. If all domains are
chosen, then it will display all CEDS elements.

This report is an excellent method for verifying you have completed your alighnment. Select the CEDS
Elements with No Alignment report then click Next. Click Next to view your report.

To view your report, click the > sign next to your map name. The system displays the CEDS elements not
aligned to your map. By clicking SHOW DETAILS you can view the CEDS element information.

Modification/Change History




The modification/Change History report is a report available only to Map Administrators. For
information on Map Administrators, please view Module 1: Getting Started with the Alignment Tool.

Select the Modification/Change History report then click Next. Click Next to view the report.

The Modification/Change History report allows the Map Administrator to view a list of the modifications
made to a map during a specified time frame and/or for a specified user.

To filter the report based on a time frame, enter the beginning time frame in the first text box and the
ending time frame in the second text box. Then click Filter.

To filter the report based on a user, choose the user from the drop down box. Then click Filter.

Both filter options can be used at the same time allowing the Map Administrator to view the
modifications made by a specific user during a specified time frame.

To unfilter the report, click Clear Filter.

This completes the Module 5: Creating Reports tutorial. For information on how to manage your maps,

upload a data dictionary, align elements to CEDS or create reports, please view the other tutorials
available on the CEDS website.

This completes the Module 5: Creating Reports tutorial. For information on how to create a map,
manage your maps, upload a data dictionary or align elements to CEDS, please view the other tutorials
available on the CEDS website.




