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ARGOS REPORT VIEWER 1.0 Secfion

Accessing Argos

Argos reports are accessed throughout the Banner Home page and there are two
different report viewers (Argos Web Viewer and Argos Viewer).

1. Double click the shortcut icon on your computer desktop to display the Mt. SAC/Banner Portal.

2. Type the following URL http://banner.mtsac.edu in your computer internet browser, then press
Enter to display the Mt. SAC/Banner Portal.
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How to Log in to Argos

There are several modules under the Login column on the side of the Home screen, Production (PROD),
1esting (TEST), Training (I RNG), Pre-Production (PPRD) and Banner 8 T esting (UPGR).

1. Click on the module you want to work on, usually Production (PROD) / Argos unless you were
asked to test (I'EST) and for training we would use ('RNG) / Argos.

ro

Enter your Banner SSO user ID and password.
Press Enter on your keyboard or chick Log m, when Argos connects you will be on the program’s
welcome screen (elLauncher).

&

Here you will have the option to select the Argos Web Viewer or Argos Report Viewer.
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ARGOS REPORT VIEWER 1.0

Argos Main Menu

The Argos menu has the familiar Windows GUI interface and it includes the standard menu items.
Title Bar: Lists the name of the program (Argos - Mount San Antonio College).
Menu Bar:  Allows you to access pull-down menus (greyed out items not available sometimes).

Tool Bar: Access to commonly-used features. Pointing at an icon on the toolbar causes a pop up
message displaying what the icon 1s for.

Objects: The main menu left window contains the Explorer and Shortcut tabs with the objects you
can perform actions on. (Report Viewers do not have privileges to add, modify, or delete objects
within the Explorer tree).

The main menu is the starting point for navigating through Argos and it’s divided in two areas (Navigation
and Action).

Ar Argos - Mount San Antonio College = a

File Edit View Tools Help

aArgos < . s &L a & B ~ @ =
Back  Forward mport

Cut Copy  Paste Delete Export Share  Security Lbrary =~ CO-OF  Support  Help | SignOut
Explorer  Shortcuts
What are you looking for today? -
o & A -
[ <Root Folder> o <Root Folder> o
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» [ii] TrashBin s
~ [ 0s-QuaL Name Author Date Created Date Last Modified
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[ 52 - Backups
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-
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Explorer View

The Explorer is the default view for the Navigation area, in which a simple menu of available folders and
objects are displayed. Argos objects that can be found in the Explorer include:

Folders: Contains objects, including other folders I Folders
DataBlocks: The “parent” object for one or more reports & DataBlocks
. . . @ Dashboards
Dashboards: Display-only reports for quick reference.
@ System Created
CSV Report: A comma-separated values report Dashboard
@ User Created
Dashboard
o} CSV Report
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ARGOS REPORT VIEWER 1.0 = Banded Report
fullv- El Extract Report
Banded Report: A fully-formatted report = S e
oty . . - : Report
Extract Report: A text report that meets pre-defined specifications o | Fixed Width Exirac
Schedule: Reports may be scheduled to run automatically Report
XML Extract Report
Shortcuts View sz Schedule

A Shortcut is a reference to a DataBlock or Report. It can be shared (so all users can see 1t) or private.

You can even rename a shortcut to something other than the original name. To find the original object in
the Explorer view, right-click a shortcut and choose “Locate”. Deleting or renaming a shortcut has no effect
on the original object.

Data Blocks

The DataBlock is the foundation from which all reports are created and contains Forms and Queries. Only
users with DataBlock Designer privileges can create DataBlocks.

Parts of the DataBlock
Queries obtain data from a database (Banner) and the results of a query may be displayed on-screen on a

dashboard, or output to a CSV, banded, or extract report. Dashboards and reports are "child" objects of the
DataBlock in the Argos Explorer tree.

Forms hold the mformation that you see on a dashboard when you run it. Dashboards are used for two
purposes:
* To obtain input selections from the user executing the report. The input selections can be passed
to the queries to limit the results.

e To display results on the screen.

When you run a report, it launches the default dashboard associated with that DataBlock. The dashboard
allows you to enter any parameters that are needed to run the report. These parameters are then passed to
the queries that retrieve the data.

All reports underneath a DataBlock (CSV, banded, or extract) use the same queries in that DataBlock. The
difference between the report tvpes s in how the data (query results) are displayed.

Dashboards

All DataBlocks have at least one dashboard which is created along with the DataBlock. The
dashboard 1s used to gather any input parameters that are needed when you run a report.

Explorer  Shortcuts
What are you locking for today?

|@ 05 - QUAL.Training. Training_.PEROD38 - Employes Name and Address. Dashboard o Dashboard
" System Object (limited option.
b T Trash Bin
~ [ 05-QUAL

Report Viewer Actions
» [ Accreditation

¥ [ Fiscal Services Testing @

m

» [ Payrall
» [ Reports from Jean
» [ Department Chairs

v [ Training_
+ @& PERD033 - Employee Name and Address
o] g
|5 PER0038A - Employee Name and Address

[E PER0038E - Employes Name and Address
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ARGOS REPORT VIEWER 1.0

Reports

A Report defines how the data collected i the DataBlock will be displayed and 1t can be one of three
different types.

Types of Reports
Banded Report

Banded reports are fully-formatted PDF reports that give the report writer

complete control over the location and appearance of the information mn the
report.

CSV Report

A “Comma Separated Value” file is generated by the report, which can then be viewed in spreadsheet
software such as MS Excel.

Extract Report

An Extract Report 1s designed to create output files that meet pre-defined specifications. This feature 1s
especially useful for creating delimited output that 1s more complex than a simple comma-separated file
(CSV), for creating a fixed-width file in which each field 1s precisely positioned on a given line, or for creating
an XML file.

Running Dashboard and Reports

You may run a dashboard/Report by any of the following methods:
1. Click on the Run Dashboard or Run Report button when the dashboard or report 1s selected.
2. Right-click on the dashboard or Report icon and select Run Dashboard or Run Report from the

menu.
3. Double-click on the dashboard or report.

4. Right-chick on the DataBlock and select Run Dashboard from the menu to run the default dashboard
for that DataBlock.

<2

You can view a report that was previously executed and saved by clicking Run Saved.

Af Argos - Mount San Antonie College

File Edit View Tools Help

B Aoes < - 5 @ L a8 B F @
Back Forward cut Copy Paste Delete  [mport  Export Share  Security  Library CO-OP  Support  Help
Explorer  Shorteuts
What are you looking for today?
@ 05 - QUAL.Training, Training_,PERO038 - Employee Name and Address. PER0D38A - Employee Name and Addres o PER0038A - Employ
n FPEROO38 - Employee Addres
b [il] Trash&in il

05 - QUAL
-0 @ Report Viewer Actions
» [ Accreditation

» [ Fiscal Services Testing @
» [ Payral

[

» [ Reports from Jean b
» [ Department Chairs
~ [ Training_

v & PER0038 - Employee Name and Address
[&] Dashboard

23] PER0038A - Employee Mame and Address

E PER0O033E - Employee MName and Address
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ARGOS REPORT VIEWER 1.0

Running a report or dashboard opens the default dashboard for that report, which is the screen that allows
you to mput any required parameters needed to generate the report.

Ar SSR0020 - Classes with TBA Instructors.Dashboard = o

el 1B o | =@ The toolbar at the top of the dashboard allows you to:
v Classes with TBA Instructors ] ) .
Mﬁﬂj‘ SSR0020 e Save dashboard settings and manage saved settings for parameter entry.
Selection Criteria: ¢ Print the dashboard form.
Term: - Department: | pepr_pesc . ) .
oision: : * Select a report to run. You may choose any report associated with this DataBlock.

ATHS -Technology & Health Division

BUS - Business Division

CED - Continuing Education Division
- Hu s & Soci s

¢ Preview the report (banded reports).

ARTS - Arts Division H

e Save the report to disk (banded, CSV, and extract reports).

e Email the report ( banded, CSV, and extract reports).
Query Results Are From: PROD ¢ Print the report (banded).

Term DivCode  DeptCode SubjectCode CrseMbr  CRN Instructor Session s Status

Selecting the Report to Execute

It this DataBlock has any child reports (banded, CSV, or extract), they are histed in the Report Options drop
down.

Select the report you wish to execute, and then click the Preview, Save, Email, or Print button.

Ar SSR0020 - Classes with TBA Instructors.Dashboard

s | A8 o | =
’ Banded
/\TL‘ CI ass es with TB A II SSRO020-A - Classes with TBA Instructors \l
et SSR0020

Saving and Managing Settings

The Dashboard Options drop-down on the left of the toolbar allows you to save the parameters and settings
used to run the report.

Select Save Current Settings to launch the dialog box below, where you can specify a name for this set of
parameters.

Select Manage Settings to delete, order, and identify which setting 1s assigned as the default when the report
1s run. To assign a setting as default, select the setting name then click the pin icon.
Saving Reports to File
The Save to File option allows you to save the report under four different file tvpes.
1. Adobe PDF (.pdf)
2. Rich Text Format (.rtf) e.g. Microsoft World
3. Microsoft Excel Workbook (.xls)
4. Text Document (.txt)
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ARGOS REPORT VIEWER 1.0

Executing Reports using Shortcuts

* Shortcuts are useful for users who run the same reports on a regular basis. Rather than navigating through

the Explorer tree to find the report you need to run, create a shortcut for easy access.
* Right click on the report in the Explorer Tree.
* Select Add To Shortcut.

e Alternatively, select the report and click the Shortcut button in the right pane of the Explorer tree.

A prompt to choose if the report will be shared or accessible only to you will pop up. Selecting My
Shortcut makes the shortcut to the report viewable only to the user who created it and selecting Shared
allows everyone to use it. Only DataBlock Designers and Administrators can create shared shortcuts.

Ar Argos - Mount San Antonio College —

File Edit View Tools Help

@ Agos £ - g @ £ 0 @
Back Forward Cut Copy Paste Delete  Import  Export Share  Security  Library CO-OP  Support Help Sign Qut

Explorer| Shortcuts

= ssr002

+

(i B

(3 my shortauts » v|ﬂ'

4

SSRO001-A -
Section Dates

Print Options

Print Form — When Print Form (the icon in the Dashboard Options area) is selected, a Print screen is
displayed. The shiding percentage at the lower right zooms the 1mage on the screen but is not considered n

the printed output. The Fit Width drop down provides choices to either fit the image or scale it on the
printed output.

Print Report - The Print Report function (Banded) allows you to print the report in your local or network
printer.

Email Reports
Email - allows you to send the report to one or more email addresses.
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ARGOS REPORT VIEWER 1.0

Using/Getting Help
Argos has several kinds of help that can give you immediate online assistance:

e Argos Help. This tool lets you access Argos documents directly from the program. These electronic
documents look the same as the hard copy versions, regardless of the computer you are using.

¢  Online Support Request. help.mtsac.edu self-service portal.
e  Email. helpdesk@mtsac.edu
o Callus. (909) 274-4357
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