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Running Ad Hoc Reports in HelpSU
Use Search Form to Create New Report

1. Click on Search for Request link on the Remedy Support Console.

2. On the search form, select or enter information in the fields you wish.
3. Press the Search button.
4. The search results are displayed and the top result is selected. Take one of two actions:
· Hold your Shift key and click on the last record you wish to select

OR

· Ctrl + Click deselects the 1st record and the system thereby includes all records in the report

5. Select Tools>Reporting.
6. On the Report Styles window, double click to select <<New Style>>.
7. In the Field list, identify how you want the report organized by selecting the fields you wish to include. To select multiple fields at the same time, hold down the CTRL key and click on each field.
8. Press the Add Before button to add the selected items to your report. Use the Add Before or Add After buttons to get new items.

· To reorganize the fields you have selected, click once on the field to highlight it. Then use the window’s up or down arrows to move the item. Use the Remove button to delete any field names you don’t want in the report.
· Use the tabs at the top of the Properties <<New Style>> window to ‘set up’ your report format. Examples: Use Page Setup tab to indicate a Report Format of Column, a page format of Landscape, and a Characters per Line of 240.
· To preview your report, click once in the lower part of the <<New Style>> window entitled Style Preview. Then, click on the Preview icon (page with magnifying glass on it). You can then close the preview and continue revising the report format and then print from the Preview page if you wish.
9. Click OK to view the Style Preview of the report you created. 

10. If you wish to save this report format, click the Save icon (disk) to save. You’ll be prompted to name the report and save it. 

· It’s recommended you use the Comments field to enter the fields included in the report. If you do, they will appear in the description on the Report Styles window so you know which report to run.

11. Click OK and the new report template displays in the Report Style section.

Export to Excel

1. To export results to Excel, select the report.

2. Select Report>Export to…File

· On the Report To file window, name the file, select the destination, and select the ‘Save as type’ of .csv (comma separated field).

· Press Save.

· Open Excel.

· Select File>Open. Navigate to where you saved the .csv file and be sure to select a ‘File of type:’ of All Files (*.). Once you locate the text file, highlight it and press Open.

· The report should autofill the Excel spreadsheet, and is now ready for formatting. If you did not save the file as a .csv, Excel will read it as a text file and the Import Wizard will open.

· When formatting is done, select File>Save as to name the file and save it as an Excel spreadsheet.

Reporting Help

Comprehensive reporting information and instructions are available in the Help menu.

1. Select Help>Contents and Index.

2. On the Contents tab, click once on the + next to the Reports book to expand.

3. Locate the information you need by expanding sub-titles.

4. Or, submit a HelpSU request (Administrative Applications>HelpSU) for assistance.
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