€Evanced Events & Rooms 7.0
X Ability To Export Report
Information Into CSV Format
Overview:
The ability to export report information into CSV (Comma Separated Variable) was created to allow the

staff user to export the report information into a format that can be shared by other software programs
with ease.

The ability to select specific report detail works the same in both Events and Rooms. The following
reports adapted this functionality:

Events: Rooms:
Detailed Event Report Request Equipment
Events and PR Report Requested Room Setup

View Print Room Schedule

How To Create:

1. Login at the All Branches (or main
branch in single branch system) using
any level of password or user name

and password.

e “ Event Statistics Report

2. From the Event System and ROOM | requestes room seups

° View/Print Room Schedules " Detailed Event Report

Reservation Maintenance page Select | rounusage resore © Events and PR Report
. . ° Room Usage: Reservations Vs. Events o .
any of the highlighted reports. Room Utization Report _ Stbscrber Lookp
Equipment Utilization Report " Subscriber Details

3. Set your desired conditions

Note: The condition selection will
be different for each one of the
reports

The highlighted fields are the
requirements | have selected

for my report you will be able
Example:

to define yours with your
criteria.
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4. Select v from ‘DisplayType: OHTML OWard O Excel @ SV

“Display Type”

5. Select your desired columns from the section called
“Report Display Columns:”

Note: The fields that already have been marked were the default fields in
previous versions. You are able to remove those from your selection.

Also the field display will be different based on the report you have
selected.

6. Once you have completed your selections Select
“Submit” to view your report

Repart Display Calumns:
7 check Al tncreck Al

71, Tike
4, Recurring Dutes
7. Satg Time
4 10, Lacatn
13 Event Type Opdon 2
7| 16. Age Grosp Cption 2
41 19, Additional hformatin
1 72 ContactEmai
175 PR Detal
7 28 Registered
| M. Shared dtferdance
. Optinad Atendance Statisbea gl §

o+ 1 Date
4 5. Time
. Tabetdown Time
4 11, Prinary Event Tipe
41 14, Prinary Age Grom
17, Last Modiee
A 2. mstrudr
7. Contact Phens
6. Pubtished Stalus
7 3, Waiting List
. Optonal tendszoce Ststistical bpet 1
7| 5. Optioral Abteredance Stativtical bput 4

1. Ongoieg End Dale

[ 4. En{ Time

4 9, Library
12, Event Typa Jptn 1
15, Age Grop Option 1
718, Descripton
1, Canlact Hame

9] 24, negiaraion Hequired
¥ 77, Atterdiance
) 30, Cancelled List

31, Optional ablendance Statistial gut

7. Select “Open” when popup appears

Note: If your default on your computer is to open CSV files as an excel file
this file will open in excel. If you don’t want this to occur Select “Save”.
Save the file and open with NotePad or TextPad.

8. If you Selected “Save” continue with steps — =

G/ peiree »

0% of eventspr.asp from staff.evanced.info Completed = = |

File Download - Security Wam_

Do you want to open or save this file?

(] j MName: detailedevents.csw
Type: Microsoft Excel Comma Separated Values File, 9...

From: staff.ewanced.info

[

Open | [ sSave

N

While files from the Intemet can be useful, this file type can
potentially ham your computer. i you do not trust the source. do not
open or save this software. What's the rsk?

P—

Save your report somewhere on your computer | “ci

= bikeFoiger:

Hom folder

Sove Gl

N

9. Right Click on the file — Select “Open With” —
Select “Notepad”

Example:

Print

Edit

Scan detailedevents.csv.

Open with

Share with

Col

Sean with
Restore previous versions

Sendto

Cut

Create shortcut
Delete
Rename

Propertics

| Notepad
= ale

Py

B Wordpad

Choose default program...

&) Microsoft Application Virtualization DDE Launcher

[ Fie £ Foma Viw Help

ritle, Date, Time, End Time, Library, Location, Primary Event Type, Primary Age Group, Last Modified, Description, Additional Information, Instructor, Re.
July 4th party, 7/4/2010, AT1 Day, All Day, ALL, , NONE, Tiny Tots Ages 0 - 5, 5/28/2000 2:22:13 m, cameaémn us to celebrate our countries hda'.r with ﬁ

Adult Sumser Book Club,
AduTt summer Book Club, 7/

2010 6:00 P, '8:00'PM, Sabrina's Fairy Tale L1hrary, Eln Street, Book Club
10 6:00 PM, 8:00 PM, Sabrina’s Fairy Tale Library, Elm Street Book c1uh Adults Ages 18 or Dlder,

ults Ages 18 or older, 6/

) o
8/2010 8:43:06 A,
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