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1. How to Log into Reporting Services
1) Go to https://rsl.secure.mdeca.org/reports/Pages/Folder.aspx or you can

access it from MDECAS®O shtth/ewnengpecg@gandby goi ng
then clicking on DASL — Reporting Services

Home Administration JAS WIS Fiscal Library Network Progress Book Site Map

MDECA, Metropolitan Dayton Educational Cooperative Association,
a member of the Ohio Education Computer Metwork, is an Information
Technology Center that provides technology-related services to K-12
schools in Darke, Miami and Montgomery Counties, and to Fairborn City
School District in Greene County. MDECA strives to bring the latest and
best technology to the schools we serve.

Home | CA Unicenter Helpdesk | Exchange E-Mail | Remote Help | Mac Remote Help | WebMail | Site Map

2) You will be prompted for your username and password. Here you will enter
your DASL Account infor magecuoceldo. b¥d wrwi lyloun
DASL username in order for the server to properly recognize you. Then type
in your DASL password.
I. Ex. DASL Username i bauertest
ii. Reporting Services username will be - secure\bauertest

Connect to rs1_secure. mdeca.org

F%@%

ﬁ secureibauertest
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2. Getting Started

A. What is Reporting Services?

Reporting Services is a Microsoft product that will allow MDECA to create reports
for users to run against a database of information. MDECA is using this product to
create additional reports to assist DASL users in extracting and managing data from
the DASL software.

B. Navigating Reporting Services

When logging in there are several important links, tabs, and buttons that will
assist you in using Reporting Services. In navigating Reporting Services, we will
acquaint you with all of the notable options that are available on the screens when
working with Reporting Services.

1.) Home, My Subscriptions, Help links

A | @& Report Manager | | - B = v sk Page - (0F Tools -
J | P——

I Home | My Subscriptions | Help
] MDECA DASL Reporting Services
I__;]] Home Search for:

Contents
|}

£ Show Details

a. Home 1 By clicking on this link, you will be taken back to the Home screen
of Reporting Services.

b. My Subscriptions i By clicking on this link, you will be taken to a list of
subscriptions you have created for reports that you want to run on a
repeated basis. It will allow you to manage (edit and delete) the
subscriptions that you have created throughout Reporting Services.

c. Help i By clicking on this link, you will be taken to basic Reporting
Services Help. This will help you use the program

2.) Reporting Services breadcrumb trail i As you move through Reporting Services,
your breadcrumb trail will populate on the left side of the Reporting Services
Screen showing the folders you have moved through as well as the name of the
report you have selected.

W | & Report Manager | | i;-ﬁﬁ - B - l-__}Eage v i Tools =

MDECA DASL Reporting
': ome = udent = -
i Fall Contact Medical Student Information Update FormI Search for:
V2

Properties | History | Subscriptions

Services Home | My Subscriptions | Help

View
I

(=i Mew Subscription 3

Schoolyear <Select a Valuez w BuildingCode |~
| v [ ™

Sorting =Select a Valuez W
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3.) Search for: - By typing in a complete or partial report name, Reporting Services
will generate a list of items that are relevant to your search. You can use this
function to search for folders or reports.

w @ |@Report Manager |_| i - B duh - |-k Page v {0 Tools +
_ _ Home | My Subscriptions | Hel
|_L—| P\|:1IE'):)E'(]ZI.-’-:3DASL Reporting Services
, Contents
iEf Show Details

4.) Report Tabs 1 Across every report you will have the View, Properties, History,
and Subscriptions tab

. . H My Subscripti Hel
MDECA DASL Reporting Services 2 Laschplons | N

Home > Student = Search for:|:|

Fall Contact Medical Student Information Update Form V2

A\'[-U M Properties | History | Subscriptions
[

»

= New Subscription

SchoolYear ’— BuildingCode I ”V] _
StudentStatus I ” "I HomerocomTerm I ” "]

Sorting | <Select 3 Value> [l

a. Viewtab i Allows you to view the report that you have selected.

b. Properties tab i Will give you details on when the report was created, last
modified information and the size of the report.

c. History tab 1 Will show recent snapshots of reports that you have
generated as a user and stored over time.

d. Subscriptions tab i Lists the subscriptions that you have created for a
particular report. This tab will allow you to create, edit, and delete
subscriptions.
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5.) Show Details button T The Show Details button will you show the details of what
is currently on the screen. For example, if you are viewing the reports screen,
clicking 5 h o w D ewiill aefrdslstlie screen and show you detailed information
such as the report description, who created the report, and when it was last
modified.

Home | My Subscriptions | Help

MDECA DASL Reporting Services

I "
1 Home Search far: |
Contents
[
E£ Show Details
3 Attendance !new 3 Marks 'new
3 Discipline 'new 3 MDECA Forms 'new
3 EMIS !new 3 Medical 'new
1 Fees Inew [ Scheduling 'new
3 Homeroom !new [ Student !new
3 VS new [d Transportation fuew
3 Lockers !'MEw
Screenvi ew before hitting the AShow Det a
Home | My Subscriptions | Help
MDECA DASL Reporting Services
E2 Home N —
Contents
b
X Delete 2* Move
[0 Edit Type Named Description Modified Date Modified By
|| E "] Attendance Inew 7/21/2009 11:46 AM RS1\bauer
|| = (] Data Sources Inew 7/21/2009 11:43 AM SECURE‘\bauer
|| B "] Discipline !new 7/21/2009 11:53 AM RS1\bauer
o = ] EMIS InEw 7/21/2009 12:20 PM RS1\bauer
|| B "] Eees new 7/21/2009 12:23 PM RS1\bauer
|| = [} Homeroom !new 7/21/2009 12:24 PM RS1\bauer
|| B "] WS Tuew 7/21/2009 12:28 PM RS1\bauer
|| = [} Lockers Tusw 7/21/2009 12:20 PM RS1\bauer
|| B "] Marks Inew 7/21/2009 12:33 PM RS1\bauer
|| = [} MDECA Forms !nEw 7/21/2009 3:14 PM RS1\bauer
|| B "] Medical 'new 7/21/2009 12:38 PM RS1\bauer
|| = [} Scheduling fuew 7/21/2009 12:43 PM RS1\bauer
|| B "] Student Inew 7/21/2009 1:26 PM RS1\bauer
|| = [} Transportation fnew 7/21/2009 12:52 PM RS1\bauer
Screenvi ew after hitting the AShow Det ai

a. Note: You may see the Delete and Move buttons listed on the tool bar
after you have hit the show details button. Unless you have the proper
security rights, you will not be able to delete or move folder(s) or report(s).
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6.) Report Parameters Toolbar - You may have parameters to select before viewing
the report. Listed below are types of fields you may encounter when selecting
parameters.

a. Dropdown lists i There are two types of drop down lists: 1) allows you to
select only one option and 2) allows you to select multiple options.
i. Dropdown for selecting one option

Schoolvear | £Select a '-.-'alue:—j
2009 - 2010
200&8 - 2009
2007 - 2003 B
2006 - 2007
2005 - 2006
2004 - 2005
20035 - 2004
2002 - 2003

ii. Dropdown for selecting multiple options i The dropdown shown
below will allow you to select multiple or all options. If you click on
the (Select All) option, it will select all options within the dropdown.

BuildingCode IMDEC:E\ Test Base School, MDE| s
Wl (select AllY

¥l MDECA Test Base School

¥l MDECA Elementary

¥l MODECA High Schoal

¥l MDECA Junior High

StudentStatus 7

b. Date Field i Allows you to either type in a date, date and time, or use the
calendar picker to select the date.

Previous Year Start I rﬁ
Date

1 March, 2009 3
Current Year Start = M T W T F 5 Sel
Date

1 2z 3 4 5 [s] 7
Slieb it cl & 9 10 11 12 13 14

15 186 17 1§ 19 20 21
220023 24 25 26 ZF 28
29 30 3

Today is Wednesday, March 04,
2009
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7.) Report Toolbar i will appear after the report has been generated.

_ MDECA DASL Reporting Services HUINE | MY SUDSCHPLONS | HElY =)

unl -

Homeroom List(HATT)

A\""M Properties | History | Subscriptions
B

(=i New Subscription

»

Schoolyear 2008 - 2009 = BuildingCode MDECA Elementary = _
HomeroomTerm |Fullfear MDEL ""] Monday Start Date |5/4/2009 | ‘:ﬁ
p—
4 4 of 2 [ Pl IIDD% I | Find | Next ISEIect a format i Export lﬁ = =
D TIMERE B2 x hﬁ lﬁﬁ

a. Document Map i Button will allow user to turn the document map off and
on.

i. Note: Not all of the reports will be designed with the Document Map
option. So you may only see this icon periodically depending on
which report has this option.

b. Scrolling through records i Arrows will appear to allow you to scroll
through the report pages.

4 42 Jofz b Bl

c. View dropdown i Allows you to zoom in and out to view more or less
records.

100%

d. Find1 Allows you to search for specific wording within the report.
I | Find | Next

e. Exporti Allows you to export the report to a different format. Different
options are XML, CSV, TIFF, Acrobat (PDF), Web Archive, and Excel. The
Export option will highlight after an export option is chosen (except for the
Web Archive option).

i. Note: Web Archive is the html version that you are viewing on your
screen.

Select a format Export

f. Refresh i Will update the report to current information within the

database.
2]
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g. Print1 Will print the report. Do not use the print found in the browser
toolbar as that will only print the current page you are viewing and not the

entire report.

h. Chevrons 1 Allow you to hide and show the toolbars to show more or less
of the report.

M
M

10
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3. Requesting Reporting Services Access

1) After you have successfully logged into Reporting Services, you will then be

brought to the Reporting Services Home Page.
/~ Report Manager - Windows Internet Explorer l_l_l_

+ V"-'_ N

Home | My Subscriptions | elg

= MDECA DASL Reporting Services -
% Home Search for: |

£E Show Details

3 MDECA Forms new

2) Please click on the MDECA Forms Folder to access the Security and Report
Enhancement forms. Please select Security Form 3 or 4, see notes (a.) and (b.)

for further details.
7/~ Report Manager - Windows Intemnet Explorer =g

(€)® OrrErmrrrerEs (EE SR D

% V_I_m S 7

Home | My Subscriptions | Help

MDECA DASL Reporting Services

Home = Search for: |
MDECA Forms
<o
£ show Details
1. New Report Request Form !new 3. DASL User Security Form 'new

This Security Form is for normal DASL Users

5l 2. Report Enhancement Form !new . T
& who do not run reports for the entire district.

4, EMIS Coordinator Security Form 'new
This Security form is for requesting District
Wide access for EMIS Coordinators.

a. If you are only running reports as a normal user i Click on the 3. DASL

User Security form
b. If you are an EMIS Coordinator - Click on the 4. EMIS Coordinator

Security Form
¢ Note: If you are an Administrator that needs to be designated as a

Treasurer Designee, please run and print this form.
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3) Once you have selected Security Form 3 or 4, you will then be taken to a pre-
printed form with your DASL Security information on it. Review this form to make
sure it has all the buildings to which you need access. Print this form, have it
signed by the Treasurer or their designee, and then fax it to MDECA at 937-223-
2385.

a. Note: When reviewing the form, make sure all buildings that you need to
run reports for have been listed on the form. Your security within DASL
is linked to which buildings you will have access to in Reporting
Services. Please make sure your buildings are correctly listed on the
form before sending it in.

SQL Server Reporting Services

Home = . Search for:l EI
DASL User Security Form

Home | My Subscriptions | Help =

A\U-\"M Properties | History | Subscriptions
o

~i New Subscription A
4 A I]. of1 [ P |lDD% =l | Find | Mext |Se|ect a format Bl Export
I

Metropolitan Dayton Educational Cooperative Association
225 Linwood Street Dayton, OH 45405 - Phone: (937) 2234980 - Fax: (937) 223-2385

Reporting Services Account Access Form
- For DASL User Access Only -
Please print authorization form and fax into MDECA to the number listed above. This form will not be

processed without the appropriate signatures.

Marme: IMelissa Test District: MORTHRIDGE LOCAL

E-Mail:  melissa.bauer307@gmail.com DASL Username: secure\BauerTest

The user noted above will have the following access to the buildings within Reporting Sernvices as they do
in DASL. If you do not want this user to have access to specified buildings below, then their DASL
Security needs to be changed by the District DASL Security Administrator. If you need assistance in
changing security, please submit a CA Unicenter Helpdesk ticket and someone from the Student Services
Department will assist the Security Administrator.

Please note: If a user needs to run reports for a different building(s) besides the one(s) listed below, then
the user's DASL Security will need to be altered to give them access to that building. After altering the
Security, please re-run this security form to show the other buildings in the list, print and send to MDECA.
If the user needs access to run reports for the entire District. please use the EMIS Coordinator/District
Wide Reporting Services Security Form.

Building Code Building Name Telephone
NRGK Grafton Kennedy Elementary (937) 275-6833

The District Treasurer or their designee must sign all account requests:

Treasurer Mame: (Please Print)

Signature Date
=l
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e If you find that you have too many buildings listed, contact your
DASL Security Administrator and let them know so your DASL
security can be edited. After the updates to your DASL Access has
been completed, you will then need to log back into Reporting
Services and print off the corrected form, have it signed by your
Treasurer or their designee, and faxed in.

e If you need access to another building but not the district, your
DASL Security Administrator will need to edit your DASL Security
accordingly. You will then need to log back into Reporting Services
and print off the corrected form, have it signed by your Treasurer or
their designee, and faxed in.

b. If you have any questions, please submit a helpdesk ticket via the link:
https://helpdesk.usd.oecn.k12.o0h.us/CAisd/pdmweb.exe or call Student
Services at 937-223-1112 option 5.

e When entering a helpdesk ticket, please include the following
information:
1. Building Code
2. Last Name
3. DASL username

13
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4. How to Use Reporting Services

1) Once you have successfully gained extended security access, when you log

back into Reporting Services you will see folders representing the generic DASL

topics.

Home | My Subscriptions | Help

= MDECA DASL Reporting Services .
1 Home Search for: |
Contents
ZE Show Details

Ca Attendance 'new 3 Marks 'new
[ Discipling mew 3 MDECA Forms 'new
L3 EMIS 'new 3 Medical 'new
Cd Fees 'new [3 Scheduling mew
[3 Homeroom Tuew [3 Student Tnew
O3 VWS Inew Ca Transportation new
[3 Lockers new

2) After you have selected a folder, you will see a list of available reports. For

example, if we click on student, you will see a list of student reports.
Home | My Subscriptions | Help

MDECA DASL Repaorting Services
Home = Search for: |
Student
Contents Qo] I-udl=]
TiMNew Folder “#MNew Data Source 4] Upload File £ show Details
il Fall Contact Medical Student Information  [& Student Building Progression Track List !
Update Form !new HEW
Fall Contact, Custody and Medical Alert, Lists Students, Address Information, and
and Medication Information Update Form their Current Building Progression Track for
_ ) ) a Specific School Year
Gl Fall Contact Medical Student Information
Update Form V2 Inew il student Info Label tnew
Fall Contact, Custody and Medical Alert, Report that will create Labels with _
and Medication Information Update Form - Student Name, ID, Grade and Gender. This
MO SSH Version report must be exported into PDF for the
_ o ) label to print properly.
si| OHSAA Eligibility Certificate 'new _ )
Generates 3 list for OHSAA form based on Ij Student Street Roster with Parent Phone
EMIS Memberships the Student is a part of Numbers !rigw )
in DASL Student Street Roster with Parent Phone
_ MNumbers
s SIS Student Search uew
ALL EZ Query SIS Student Search fields. -
Made to be exported into Excel and then
manipulated to meet user's needs.

pore T TTTITa o 4

Updated 11/17/2009
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3) Click on the underlined report name you would like to run.

MDECA DASL Reporting Services

Home | My Subscriptions | Help

Home = Search for: | [>]
Student

Contents Rl =yl

[iMew Folder & New Data Source 4] Upload File Z£ Show Details

Ij Fall Contact Medical Student Information

Ij Student Building Progression Track List !

Update Form !new
Fall Contact, Custody and Medical Alert,
and Medication Information Update Form

Ij Fall Contact Medical Student Information
Update Form V2 Inew

HEW

Lists Students, Address Information, and
their Current Building Progression Track for
a Specific Schoaol Year

Student Info Label tnew

Fall Contact, Custody and Medical alert, Report that will create Labels with _
and Medication Information Update Form - Student Name, ID, Grade and Gender. This
MO SSN Version report must be exported into PDF for the

- . ) label to print properly.
3 OHSAA Eligibility Certificate Tnew

Generates a list for OHSAA form based on L Student Street Roster with Parent Phone
EMIS Memberships the Studentis a part of Numbers frzw )
in DASL Student Street Roster with Parent Phone

_ MNumbers
Ij SIS Student Search 'new

ALL EZ Query 5IS Student Search fields. -
Made to be exported into Excel and then
manipulated to meet user's needs.

poe T TTTTTR ERE

4) Once areport is chosen, select the criteria needed to generate the report and
then click the View Report button on the right side of the screen. If there are no

arameters to select, the report will automatically generate.

Home | My Subscriptions | Help E

i MDECA DASL Reporting Services
== Home = Student =

o . Search for:| |
Student Street Roster with Parent Phone Numbers
\'=""M Properties | History | Subscriptions
P
=i New Subscription x
BuildingCode I "i] SchoolYear r | _ |
StudentStatus I "i]

L O =1 B N )
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a.) Note: The dropdown menu provides boxes to select multiple buildings;
this will act as an OR in the selection statement, giving you Buildingl
OR Building2 OR Building3, etc.

5) Once the report is generated, you will be able to view the data as it has been

designed.
a. Note: Most EMIS and District Reports are designed to be imported and
manipulated into Exce. MDECA wi I | do itbds best to

standard sizes of paper (8.5x11, 8.5x14, or 11x17).
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