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SONISWEB® offers a core set of standard reports designed for printing.  This text 
briefly describes accessing and printing these reports. 

Some of the core reports are models for you to use in creating your custom reports.  
The companion text “Report Customization” shows you how to use the Report 
Builder generator to create custom reports for your specific needs. 

This text starts with navigating the functions on page 6, then describes the report 
selection parameters on page 10.  The reports are in alphabetical order starting on 
page 15.  To see the changes in this edition look on page 4. 
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NEW IN THIS EDITION 
June 2006 Enhancements 

� Reports not covered in other manuals are shown here. Reports that are shown and 
described in detail in other manuals are only named here with references to the 
manuals where they can be seen in context.  This shortens what was rapidly becom-
ing a manual of over 100 pages. 

� “Financial Aid Report”, page 28, that references the “Financial Aid” manual. 

� “Fundraising Report”, page 29 that references the “Financial Aid” manual. 

� “Grade Input Worksheet”, page 30, now contains course and section memos where 
they exist in the course and section records. 

� “Graduate Placement Report”, page 31. 

� “Needs Distribution Report”, page 37, that references the “Financial Aid” manual. 

� “Prospect Inquiry Extra”, page 39, that references the “Recruiting Prospective Stu-
dents” manual. 

� “Semester Academic Status” (page 41) added to tie to the underlying reports 
“Academic Probation” (page 15) and “Dean’s List” (page 24).  

May 2006 Enhancements 
� “FISAP Part II Report”, page 29. 

� “FISAP Part VI Report”, page 29. 

March 2006 Initial Release 
� This edition is for SONISWEB® version 2.0.  A few of these changes were also 

added to version 1.4. 

� Most of the reports have been rewritten in the Cold Fusion™ Report Builder.  
Those have “(RB)” following their names as seen in Figure 2.  The older Crystal Re-
ports™-Enterprise reports (without the “RB”) are still available in most cases. 

� Figure 1 Toolbar for those with User-ID access and Figure 2 Function Lists1, page 
7. 

� Figure 93 Login Displays and Figure 94 Typical SONISWEB® Page, page 57.  



S  NISWEB®

 

Standard Reports  5 June 2006
 

� Figure 3 Typical Report Generation Display, page 8. 

� Figure 12 Sample Report, page 12. 

� Figure 13 Windows While Viewing a Report, page 12. 

� “Report Builder vs. ColdFusion™ vs. Crystal Reports™”, page 13. 

� “Crystal Reports™ Requirements”, page 14. 

� “Spreadsheet and PDF Options”, page 14. 

� “Activity Report: Prospects”, page 16. 

� “Activity Reports”, page 16. 

� “Alumni Alpha Listing”, page 17. 

� “Alumni Labels”, page 18. 

� “Alumni Profile”, page 19. 

� “Applicant Disposition”, page 20. 

� “Applicant Disposition-All”, page 20. 

� “Audit(s) (RB)”, page 22. 

� “Awards Summary by Date”, page 22. 

� “Billing Report”, page 22. 

� “Applicant Listing”, page 20. 

� “Charges & Credits Report”, page 22. 

� “Course Section Roster”, page 23. 

� “Education Background”, page 25. 

� “GPAs”, page 29. 

� “Grade Input Worksheet”, page 30. 

� “Health”, page 32. 

� “Holds”, page 33. 

� “Housing Requests”, page 33. 

� “Jobs”, page 34. 

� “Licenses and Certifications”, page 35. 

� “LOA (Leave of Absence) Report”, page 36. 

� “Payment Plans”, page 39. 

� “Schedule: Instructor”, page 40. 

� “Schedule: Student”, page 41. 

� “Semester Grade Report”, page 42. 

� “Semester Grade Summary”, page 43. 
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� “Semester Grade by Student”, page 44. 

� “Student Courses”, page 46. 

� “Student Ledger”, page 47. 

� “Third Party Billing Detail”, page 48. 

� “Third Party Billing Summary”, page 48. 

� “Transcript Requests”, page 49. 

� “Common Reports Problems”, page 55. 

NAVIGATING THE FUNCTIONS 

 

• Figure 1 Toolbar1 for those with User-ID access 

Administrative users have User-IDs and Passwords and see an initial display like Figure 1. 
Administrative users can be anyone in your system with an ID but typically they’re paid Staff 
and those few Faculty with additional administrative duties. 

                                                 
1 You only see what you’re authorized to see by your Profile and individual Limits and Privileges.  So your choices may be fewer than these. 
Some of the reports named (“Table of Contents”, page 2) are initiated from Systems or Financials so they don’t appear in Figure 2, the 
Function List. 
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The access rights of an administrative user are defined by: 

1. The Profile selected when you were issued a User-ID and Password. Typical Profile 
categories are the Registrar, the Registrar’s staff, the Financial Officer, Admissions 
staff, Deans, etc. One profile covers all the people in each staff category. 

2. The individual limits specified for you when you were issued a User-ID and Pass-
word.  Typical limits are preventing access to faculty and staff personal records. 

3. The privileges added for you when you were issued a User-ID and Password.  The 
right to “Make Grades Official” or “View and Change PINs” are examples. 

After clicking Reports in Figure 1 you get the selections shown in Figure 2. 

    

• Figure 2 Function Lists1 
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• Figure 3 Typical Report Generation Display  

1. Click the name of the report from the list in Figure 2.  You receive the display similar 
to Figure 3 naming the report and asking for your selection criteria.  See “Report Se-
lection Parameters” (page 10) for more on this. 

2. Pick your selection criteria as shown in Figure 3 then click the “Build Report” but-
ton.  There is a short pause as the report is retrieved. 

3. After the report has been retrieved you get a display 
with Figure 4 in the center.  Click Preview Report to 
see the report. There is a longer pause as the genera-
tor retrieves the information from the databases and 
sends it to you. 

 

• Figure 4 Preview Report 

If you have difficulty with a report, see “Common Reports Problems” on page 55.  The full 
set of messages and diagnostic information is in the “Messages, Errors and Diagnosis” text 
and the “Administration” text. 

WHAT DO YOU WANT TO DO? 
� Alphabetical list of reports, see the Table of Contents on page 2. 

� Common Reports Problems, page 55. 

� Report Examples in alphabetical order starting on page 15. 

� Report Selection Parameters, page 10. 

� Viewing and Printing Reports, page 12. 
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� If you don’t see what you need above, check 
the table of contents on page 2.  You can 
also use the Adobe® find or search func-
tions illustrated in Figure 5. It allows a Goo-
gle®-like search2 by word or phase. 

 

• Figure 5 Adobe® Find and Search 
Diagnosing and Fixing Problems 

Start with “Common Reports Problems” on page 
55.  If you don’t find it there, see the SONISWEB® 
text “Messages, Errors, and Diagnosis”. 

Setting Your Browser for Proper Function and Security 
Internet Explorer3 (IE), Firefox™, Netscape®, and Opera Web browsers have an “auto-
complete” or password-form save feature that is handy for individual computers but defeats 
privacy on shared computers like those in computer labs and libraries. See the text “Browser 
Settings” to set your browser for security, good performance, and to prevent your getting old 
data. 

                                                 
2 If you’re unfamiliar with this searching, click Adobe® reader Help or see the SONISWEB® text “Index to Texts”. 

3 Only Internet Explorer (IE) version 5.5 or later is supported for administrative use. 
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REPORT SELECTION PARAMETERS 
The selection menus or boxes shown in Figure 3 instructs the report generator on what to 
include and what to exclude from the report.  If you include too much – students and faculty 
and alumni and applicants and staff and prospective students, for example – report genera-
tion will be very slow and you will find yourself going through many pages to find what you 
are looking for. 

What you see in each selection menu depends on: 

� Your security profile:  For example, if your security is 
set to view three campuses, those are the only choices 
you see in Figure 6.  

• Figure 6 Selection List � Choices that make sense:  For example, in prospect 
reports a menu of checklist items is offered but 
“campus” is not since it makes no sense for prospective 
students. 

 

• Figure 7 School Year Report 
Query 

� The most likely selection: The year and semester are set 
to the current year and semester. Figure 7 illustrates 
that. You can change it. 

� A blank field for you to enter the ID number; as illus-
trated in Figure 8, you can type the number so that the 
report is only for that person.  The user ID works in a 
special way. 

• If you know the person’s name but not her or his 
ID, you can look him or her up with the standard 
SONISWEB® Names search.  Once you select the name and have her or his 
record on your display, click Reports, select the report you want and you will see 
the ID number automatically inserted as shown in Figure 8. 

 

• Figure 8 ID Report Query 

• If there is an ID like that in Figure 8, you can remove it with the Clear Name 
button (Figure 3). 

� For some reports you can en-
ter other filters like a date 
range for selecting students 
based on when they were ad-
mitted as students, as illus-
trated in Figure 9.  

 

• Figure 9 Selection Ranges 
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� As shown in Figure 10, you may be offered a choice 
from a pulldown list. Where a blank selection is of-
fered, picking it means no selection, show everything. 

 

• Figure 10 Selection from a List 

You can make multiple choices.  It works just like most PC 
spread sheet software. 

• To pick two or more in a series, click the top selec-
tion, hold down the Shift key on the keyboard and 
click the bottom item in the series.  Release the 
shift key and they are selected as shown on the left 
and middle of Figure 11.  

• To pick two or more that are not 
adjacent, click the first item, hold 
the Ctrl key on the keyboard, select 
the next item and the next, etc.  
When you have picked the last item 
you want, release the Ctrl key and 
you see the selections like those on the right of Figure 11. 

Student

Alumni
Faculty

Applicant

Student

Alumni
Faculty

Applicant

Student

Alumni
Faculty

Applicant  
Figure 11 Selecting Multiple Choices 
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VIEWING AND PRINTING REPORTS 

 

• Figure 12 Sample Report 

The report is first seen on your display as illustrated in Figure 12. On most reports the 
school name4 and page numbers are at the top.  The selection parameters you choose usually 
appear in the report.  Note the semester and school year selection parameters in Figure 12. 

Most reports open a new window – a new Web 
browser session – for the report.  On your task list at 
the bottom of your computer screen you see some-
thing like Figure 13.  The first browser session is 
SONISWEB®.  The second is the report.  When you 
want to close the report, click the X ( ) on 
the browser to close that session. 

 

• Figure 13 Windows While Viewing a Report 

Be careful not to close your SONISWEB® session by mistake! 

                                                 
4 The school name and address are “system variables” set by your SONISWEB® administrator during configuration. 



S  NISWEB®

 

Standard Reports  13 June 2006
 

Report Builder vs. ColdFusion™ vs. Crystal Reports™ 
� Report Builder was used to build those with “RB” in their names. All new reports 

and enhancements to existing reports are built with it.  They have the controls shown 
at the top of Figure 14. 

 

• Figure 14 Report Builder (RB) Navigation Controls 

� ColdFusion™ “direct” reports do not have the controls at the top of the report.  
They are used mostly for graphical and drill-down tabular reports. Use the browser’s 
printer icon (Figure 15, left) to print and the Return link (Figure 15, right) when fin-
ished viewing and/or printing. 

  

• Figure 15 Direct ColdFusion™ Re-
ports Print and Return Link 

� Crystal Reports™ is used to build those without “RB” in their names.  These older 
reports need Crystal Enterprise installed on your server. They have the controls 
shown at the top of Figure 16. 

 

• Figure 16 Crystal Reports™ Navigation Controls 

Crystal Reports™ has some additional requirements below. 
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Crystal Reports™ Requirements 
� If you’re using a browser other than Internet Explorer5 

or 

� If you’re not using a computer with a Windows/98 or later operating system (Macin-
tosh® or Linux, for example) 

You must turn off the Active X function in Web Options as shown on page 55.  See 
your SONISWEB® administrator to have it turned off. 

� Crystal Enterprise must be installed on your SONISWEB® server to use reports not 
built with Report Builder and ColdFusion™. 

Spreadsheet and PDF Options 
Reports built with Report Builder usually have three optional outputs. 

 

• Figure 17 Report Builder Output Choices 

Figure 17 shows the report prompts you can choose: 

PDF file that you can display and print with the free Adobe® Reader and save for later 
use. 

Excel spreadsheet file that you save, the best choice for mail-merge and useful when you 
want to do data analysis on the report data.  

Flash6 paper with print, zoom, and paging buttons.  It’s similar to what you have with 
the prior Crystal Reports™ output.  This is usually the form you’ll want to view and 
print a report. 

Reports built with Crystal Reports™ offer an export button  as you view the report.  It 
exports the report records to a spread sheet or word processing file; see Figure 16.  

                                                 
5 Only Internet Explorer (IE) 5.5 and newer is supported for administrative users.  Since faculty and students may use Firefox™, Net-
scape®, Opera, or Safari, notes on those browsers are included. 

6 “Flash” is a Web browser display mode that’s used with many Macromedia (Adobe®) software packages including ColdFusion™ Report 
Builder. 
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REPORT EXAMPLES 

Academic Probation 
You click Semester Academic Status that yields a prompt like 
Figure 3 with the option shown in Figure 18 . Pick “Academic 
Probation”, select the other options in the prompt and click 
the “Build Report” button in Figure 3. 

 

• Figure 18 Semester Academic Re-
port Selections  

 

• Figure 19 Academic Probation List 

This report is self-explanatory.  Figure 19 shows the information presented.  The selection 
criteria are shown just below the title. 
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Activity Report: Prospects 
With these reports you can choose a range of activity dates to be included in the report and 
whether to include all, only those activities completed, or only those not completed.  This 
report is shown and described in the SONISWEB® “Recruiting Prospective Students” 
manual. 

Activity Reports 
This report is used mostly to review the activities task lists for your staff.  It’s ordered by Ac-
tivity then last name, the due date, etc.  See the “Timed Letters, Timed E-Mail & Timed 
Mail-Merge” text to set up these activities. 

 

• Figure 20 Activity Report 

The dates: 

Activity Date is the scheduled date the activity should occur. 

Done Date is the date that the timed activity was done or that a staff member entered 
completion in the Activity Record. 

Stop Date is when the activity was halted based on the stop criteria in the Activity defi-
nition.   
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Advisors’ Listing 
To limit the report to a single advisor, click the pulldown arrow and select an advisor as 
shown in Figure 10. 

 

• Figure 21 Advisors' Listing Summary 

 

• Figure 22 Advisors' Listing Detail 

Figure 21 shows that the report starts with a summary based on your choices.   

Click an underlined advisor name in Figure 21 and you get the details shown in Figure 22. 

Click Return in Figure 22 to return to Figure 21 where you can choose another advisor. 

This is a direct ColdFusion™ report; click the browser’s print icon  to print the report7. 

Alumni Alpha Listing 

 

• Figure 23Alumni Alpha Listing 

As shown in Figure 23, it’s a brief summary in alphabetical order of those with Alumni (AL) 
status. 

                                                 
7 For reports built with Report Builder or Crystal Reports™, you use the printer icon shown in Figure 14 or Figure 16 on page 13. 
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Alumni Labels 
For these labels, the PDF option, shown in 
Figure 24, is best choice to ensure proper regis-
tration of labels on the page.  (A “Flash Paper” 
report can be easily “zoomed”, so when it’s 
printed it might not align with the perforations 
on the label sheets.) 

 

 

 

 

Figure 24 Alumni Selections 

 

• Figure 25 Alumni Labels Within Adobe® Reader 
Display 

Figure 24 shows the other choices to narrow the 
list you get. 

Figure 25 shows the report inside the Adobe® 
Reader display.  Use the save icon to save it as a 
file and/or the printer icon to print it. 
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Alumni Profile 
The selections in Figure 24 narrow the selection to who appears in this profile report.  

 

• Figure 26 Alumni Profile 

This report is like the student profile (page 47), showing key parameters for each “alum”.  
Each “Class” (picked in Figure 24) starts a new page with the names in alphabetical order 
within a class.  

Applicant Checklist Report 
Applicants logging on to your Web site see an online list of checklist items and statuses8.   

You can include an automatically-added “missing checklist items” list to timed letters and e-
mail notes.   

This Applicant Checklist Report (Missing Items) gives your staff the same information in re-
port form.  Standard report selection criteria are used to determine which applicants are in-
cluded in the list.   

See the “Applicant Checklists, Activities, and Dispositions” manual for examples and more 
information on this report. 

                                                 
8 Of course you have to issue your applicants IDs and PINs for them to log on and see their checklist. 
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Applicant Disposition 
This report is divided into categories of Accepted, Deferred, Rejected, and Waitlisted.  Your 
SONISWEB® administrator sets up your categories while configuring the system for your 
needs.  If an applicant has applied for more than one program, you see the most recent dis-
position for each program. See the “Applicant Checklists, Activities, and Dispositions” 
manual for examples and more information on this report. 

Applicant Disposition-All 
This report is in order by Entry Date then Program then category (Accepted, Deferred, Re-
jected, and Waitlisted) and, finally, alphabetically by applicant. Your SONISWEB® adminis-
trator sets up your categories while configuring the system for your needs.  If an applicant 
has applied for more than one program, you see the most recent disposition for each pro-
gram. See the “Applicant Checklists, Activities, and Dispositions” manual for examples and 
more information on this report. 

Applicant Listing 
Typically you pick a date either an Entry Date or a “Begin Date” and “End Date” for this 
listing. See the “Applicant Checklists, Activities, and Dispositions” manual for examples and 
more information on this report. 

Applications by State/City/Zip  
This is a graph with three levels of drill-down that takes you all the way to the names of the 
applicants.  It includes: 

� Pie chart by state with a table naming each state in the chart beside the chart. 

� Click an underlined state in the table to get a chart by city also with underlined local-
ity names. 

� Click a locality-name to get a chart by zip-postal-code. 

� Click a zip-postal-code to see the list of applicant names 

The records that are included in the statistics and the graph are for those with an Application 
record and a Preferred Address record with a city, state, and zip-postal code. 

See the “Applicant Checklists, Activities, and Dispositions” manual for examples and more 
information on this report. 
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Attendance 

 

• Figure 27 Attendance Summary Report 

 This is a drill-down report.  The initial report illustrated in Figure 27 is a summary.  To drill 
down for detail, click the underlined name of the course section of interest. 

 

• Figure 28 Attendance Detail Report 

The detail is shown in Figure 28. Day-by-day detail is available to faculty members using the 
“Attendance” tab on their displays.  See the text “Faculty Handbook” for information on at-
tendance recording and viewing. 

Click Return in Figure 28 to return to Figure 27. 

This report was built with ColdFusion™, so print it with your Web browser print icon7 . 

Award Letter 
This report is accessed under Financials in Figure 1. 

The use of this letter is covered in the SONISWEB® manual “Financial Aid”. 
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Audit(s) (RB) 

 

• Figure 29 Audit Report - Selected Database Changes 

SONISWEB® tracks changes in last name and social security number (“ssn”).  The audit re-
port in Figure 29 is in the order of the audit database table. 

Awards Summary 
Awards of scholarships, loans, grants, and third-party payments (page 48) become part of 
student financial records as an offering, expectation, or estimate.   When the funds arrive and 
are applied to the student records, they become financial transactions. 

This report is described in its context in the “Financial Aid” manual. 

Awards Summary by Date 
Similar to “Awards Summary” above, this lets you drill down to see the student listing by 
date. This report is described in its context in the “Financial Aid” manual. 

Billing Report 
The bills – also called the billing report – are part SONISWEB® Financials.  They are 
printed from that function.  See the text “Financial Record-keeping and Billing” for further 
information. 

See “Third Party Billing Detail”, page 48 and “Third Party Billing Summary”, page 48 also. 

If your purpose is to see all of the transactions, use “Student Ledger” on page 47 or 
“Transaction Register” on page 49. 

Charges & Credits Report 
This is a two level report.  Whether for the entire institution or a single individual, the report 
starts with a summary.  You can then select a line item and drill down into the individual 
transactions that led to the summary. See the text “Financial Record-keeping and Billing” for 
further information. 
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Course Listing 
For this report, you can choose 

� Just active courses or all courses, active and inactive  

� All courses or exclude transfer courses. 

The course listing is in alphabetical order by campus-division-department, then by course 
code.  It is a quick summary of the courses offered.  If transfer courses are included, they 
appear at the end of the report. 

“Course & Section Processing” shows the selection prompt and the report. 

This report is a useful model that you can use to create your own custom course reports.  
The text “Report Customization” describes the process of substituting your reports for 
those furnished with SONISWEB®. 

Course Section Listing 
This listing is sorted by year, semester, and course code. It separately accounts for those en-
rolled as audit and continuing education (CE) students.  Course and section memos are 
printed in italics beneath the section descriptions. “Course & Section Processing” shows the 
selection prompt and the report. 

Course Section Roster 
You may not need this report shown in the “Course & Section Processing” manual. For the 
faculty, a roster is available online with all the information in this report.  A faculty member 
can get a printable version of the roster to print on his printer. 

In this report there’s a separate page for each section and it is ordered alphabetically by 
course code.  

Course Section Schedules 
Faculty members and students see their schedules on line, so this report may not be needed. 
Optionally you can print this report.  It lists the sections alphabetically within the semester-
school-year.  See the “Course & Section Processing” manual for an example of the report. 

Data Dictionary 
This is a Systems function to assist those customizing SONISWEB®.  There is a “manual” 
containing the most recent data dictionary in a file named  
“Data_Dictionary_SONISWEB_2_0.pdf”. 
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Dean’s List 
You click Semester Academic Status.  That yields a prompt 
like Figure 3 with the option shown in Figure 30 . Pick 
“Dean’s List”, select the other options in the prompt, and 
click the “Build Report” button in Figure 3. 

 

• Figure 30 Semester Academic Re-
port Selections  

 

• Figure 31 Dean's List 

Figure 31 shows the report headings and, just below the title, the criteria used to select stu-
dents.  The report is ordered by school-year and semester and then alphabetically by the last 
name of each student. 

Degree Audit Report 
Degree audits and the report are covered in the “Degree Audit” manual and the “Faculty 
Handbook”. 
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Education Background 
This report tells you where your prospective students (PS), applicants (AP), and students 
(ST) came from by count.  It’s in order by type of institution. 

 

• Figure 32 Institution-Type Selection 

 

• Figure 33 Educational Background Report 

The type of institution is seen as the selection in Figure 32.  If you pick more than one type, 
you must interpret the sections of Figure 33.  They’re in order by institution as shown in 
Figure 32. 
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Employer Overview 
This is a drill-down report of employers posting jobs on SONISWEB®.  The summary level 
is shown in Figure 34. 

 

• Figure 34 Employer Overview Summary 

Click a red digit (arrow) in Figure 34 and you get the detail in Figure 35. 

 

• Figure 35 Employer Overview Jobs Detail 

Use the back button in Figure 35 to return to Figure 34 so another job detail list can be se-
lected. 
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Enrolled Student Directory 

 

• Figure 36 Enrolled Student Directory 

You can select this report by Advisor or for all students.  It’s in alphabetical order by last 
name. 

Enrolled Student Listing 

 

 

• Figure 37 Enrolled Student Listing 

The report is shown in Figure 37.  It includes counts and credit totals for the chosen semes-
ter. 

Enrollment, Enrollment by Date, Enrollment by Type and Enrollment Detail 
These enrollment reports are typically used as worksheets for government reporting, most 
notably the IPEDS9 report.  There is a special text dealing with these reports.  See that 
SONISWEB® text, “Enrollment Reports for IPEDS and other reporting”. 

                                                 
9 The Integrated Postsecondary Education Data System (IPEDS), National Center for Education Statistics, Office of Educational Research 
& Improvement, U.S. Dept. of Education. 
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Faculty Utilization 

 

• Figure 38 Faculty Utilization Report Summary 

You pick the year and semester and see the listing.  Click the name of the faculty member 
(the arrow in Figure 38) to see the details in Figure 39. 

 

• Figure 39 Faculty Utilization Report Detail 

The details are shown in Figure 39.  See Figure 40 for an interpretation of the “Credits” 
numbers. 

Since a faculty member 
can serve as the “lead” 
instructor for a course 
or as an “additional in-
structor”, those credits 
are shown in the re-
port. 

 

• Figure 40 Credits Explained 

Financial Aid Report 
The report summarizes the information in the selected students’ Financial Aid records.  See 
the “Financial Aid” manual to learn about the report. 
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Financials 
This shows the current financial condition with all the of individual balances and a total for 
your institution.  See the “Financial Record-keeping & Billing” manual. 

FISAP Part II Report 
Sometimes called the “eligibility report”, it is used to help fill in a Part II, Section F of the 
FISAP10 information.  This gives information on the “Eligible Aid Applicants” for a selected 
award year.   This report shows the counts for “Dependent Undergraduates”, “Independent 
Undergraduates” and “Independent Graduates” by their “Taxable and Untaxed Income 
Ranges”.   

See the “Financial Aid” manual for the setting required for, and the use of, this report. 

FISAP Part VI Report 
This report shows the FISAP10 Part VI data.  It shows the distribution of the expenditures, 
who received them, etc.  

See the “Financial Aid” manual for the setting required for, and the use of, this report. 

Fundraising Report 
This report shows the financial outcomes of fund raising and is described in the “Develop-
ment and Fund Raising” manual. 

GPAs 

 

• Figure 41 GPA (Grade Point Average) Report 

 This Grade Point Average (GPA) report looks like Figure 41.  Selection criteria includes 
what levels (class-year or grade level) are to be included in the report.  

                                                 
10 Fiscal Operations Report and Application to Participate (FISAP) used for the three Campus-Based Programs - Federal Perkins Loan, 
Federal Supplemental Educational Opportunity Grant (FSEOG), and Federal Work-Study (FWS). 
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Grade Input Worksheet 

 

• Figure 42 Grade Input Worksheet 

Faculty can enter their grades directly online as shown in Figure 43.  For those preferring to 
put them on paper for entry by an administrator, the worksheet shown in Figure 42 is avail-
able. 

If there are memos in the Course and Course Section records they are printed on the work-
sheets. 

The “Faculty Handbook” 
shows how to enter grades 
online.  The online display, 
equivalent to Figure 42 
with the “Gradebook” se-
lection, is shown in Figure 
43. 

 

• Figure 43 Faculty Online Grade Input 
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Graduate Placement Report 
The Graduate placement report uses the “When Employed” entry from the person’s Em-
ployment record. From the Education record it uses the “Graduated” checkbox and the 
“Program Code”.  (The person can still be a student in another program but must have 
graduated from a program to appear in the report.) Figure 44 is an example of a report. 

 

• Figure 44 Graduate Placement Report Summary 

 

• Figure 45 Graduate Placement Report Detail 

Click an underlined number in Figure 44 to see the detailed list of placements for that pro-
gram and placement type as 
seen in Figure 45. 

In order for this report to 
work, you must get the 
“When” table and Employ-
ment records set correctly.  
Use Systems Table Mainte-
nance to access the “When” 
table.  Pick the When code(s) 
that should be included in the 
placement report, as shown in 
Figure 46. Place a 1 (the digit 
one which means “true”) in 
the “Inc in Placement Rpt”.  When that “When Employed” choice is made in an Employ-
ment record (Figure 47), that person is included in the report if he or she also has a qualify-
ing graduation from a program. 

 

• Figure 46 When Employed Table 

 

• Figure 47 Employment Record Selections for Graduate Placement 
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Health 
For those in medical programs, in-
oculations and medical exams and 
their currency are important.  The 
health report examines each person’s 
Health record to build the report.  
You can get the report in “health 
item” order (Figure 49) or person 
order (Figure 50) from the selection 
in Figure 48. 

 

• Figure 48 Health Report Selections 

 

• Figure 49 Summary List by Health “Item” 

 

• Figure 50 Summary List by Name 

Figure 49 and Figure 50 are the 
summary.  Click an underlined 
health “item” (Figure 49) to see the 
persons and their statuses.  In that 
list of persons, you can click a per-
son’s underlined name to send her 
or him an e-mail note. 

For Figure 50 click a name to see the 
person’s status. 

Figure 51 shows a status report from 
a selection in Figure 49. 

 

 

 

• Figure 51 Health Status by Person 
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Holds 
This is a list of current holds. You pick which holds you want to see from the selections in 
Figure 52. 

 

• Figure 52 Holds Choices 

 

• Figure 53 Holds Report 

It’s alphabetical by the name of the hold then by the last name of the student. 

Housing 
Housing is a two level report that starts with a summary that lets you drill-down to a detailed 
report by name assigned to a room.  See the “Housing” text for all of the housing functions 
including room attributes. 

Housing Requests 
A student logs on, selects Requests from his or her display, picks Housing Request from 
the list of requests, and enters a request.  When you run the Housing Requests report you 
see the requests as shown in the “Housing” text. 
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Interests 
This report produces a handy list for those leading interest groups and organizations.  

 

Figure 54 Interests Selection 

 

• Figure 55 Interests List 

Figure 54 is added to Figure 3 so you can limit the interests and organizations included in the 
report. 

The report, Figure 55, is in order by year and semester, then alphabetically by interest, and 
finally alphabetically by the last name of the student. 

This report was built with ColdFusion™ so print it with your Web browser print icon7 . 

Jobs 
Related to “Employer Overview” (page 26), this report lets you see the jobs and click a job 
to see the details. 



S  NISWEB®

 

Standard Reports  35 June 2006
 

Licenses and Certifications 
You can choose which licenses or certificates you want to view from the choice in Figure 56. 

 

• Figure 56 License-Certification Choices 

 

• Figure 57 Licenses and Certifications Report 

An “Expires” dates in red means it has expired.  Click an underlined name in Figure 57 and 
you send the person a e-mail message. 

This report was built with ColdFusion™ so print it with your Web browser print icon7 . 
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LOA (Leave of  Absence) Report 

 

• Figure 58 Leave of Absence Report 

Figure 58 shows the report.  It’s alphabetical by “LOA Type” then alphabetical by last name.  
It shows the statuses (ST = Student, FA = Faculty, etc.) for each person and the “Reason” 
for the absence.  

Mail Merge, Mail Merge Students/Applicants, and  Mailing Labels 
Mail merge also supports e-mail merge, the automatic sending of e-mail notes from a word 
processor.  It is a two-step process described in detail in the SONISWEB® text “Mail, E-
Mail Merge, and Mailing Labels”. 

For certain kinds of letters, “Timed Email, Timed Email: Prospects, Timed Letters, Timed 
Letters for Prospects and Timed Mail-Merge” (page 48) is a better choice. 
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Midterm Grade Report 
Once posted by the instructor, students can see their grades directly from the Web. 

 

• Figure 59 Midterm Grade Report 

In this report each students is listed on an individual page with courses in alphabetical order.  
Unlike “Semester Grade Report” (page 42), these grades don’t go through the “make grades 
official” process used for final course grades.  

Needs Distribution Report 
This report shows by level, by need, by award name, and then alphabetically by student, the 
distribution of award funds.  It summarizes the information from the student Financial Aid 
records and is shown in the “Financial Aid” manual. 



S  NISWEB®

 

Standard Reports  38 June 2006
 

Operator Transactions Summary (Financial) 
This is a two level report and especially valuable in tracking financial staff. 

 

• Figure 60 Operator Transactions Summary 

This report lists the financial transactions by operator (User-ID and name) for the period, 
campus, etc. you selected.  Click the operator ID (the arrow in Figure 60) to see the detail in 
Figure 61. 

 

• Figure 61 Operator Transactions Detail 

In Figure 61 you see the transactions for the person selected.  To return to Figure 60 click 
the Back icon in Figure 61. 

Parking Incidents 
Your staff can record parking incidents for students, faculty, staff, etc.  They’re stored in 
each person’s records. First you get a summary.  Click the Incident Type name and you get a 
detailed report with all the names listed alphabetically.  See the “Parking” manual for exam-
ples. 
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Payment Plans 
Payment Plans are covered in the text “Financial Record-keeping and Billing”. This is a two-
level report that shows the plans by name and, with a click on the plan-name, shows the 
names of the persons participating in the plan. 

Pledges by Event 
This is part of development and fund raising and is covered in the SONISWEB® text “De-
velopment and Fund Raising”. 

Prospect Inquiry Extra 
This report is used in recruiting.  See the SONISWEB® text “Recruiting Prospective Stu-
dents” to see this report. 

Prospective Students and Prospects by Type 
These reports are used in recruiting.  See the SONISWEB® text “Recruiting Prospective 
Students” to see these reports. 

Satisfactory Academic Progress 
This is both a function and a report. It updates students’ Financial Aid record as well as pro-
ducing a report. It’s run from Systems and is described in the “Financial Aid” manual since 
this function is integral to that process.  
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Schedule: Instructor 
You may not need this report.  Faculty can retrieve their schedules by logging on to 
SONISWEB®.  It appears on the first Web display the faculty member sees after logging on.  

 

• Figure 62 Session Selection 

 

• Figure 63 Schedule: Instructor 

If you prefer to send paper schedules, this report is available.  In addition to the usual 
School-Year-Semester choices, you can pick the Sessions (shorter periods within a semester) 
from Figure 62 

The report is in order by the last name of the instructor with one instructor per page.  The 
courses are listed in alphabetical order by course code. 

Schedule: Room 

 

• Figure 64 Schedule: Room 

You can find all the information in this report using the Systems function Room Finder.  
It’s documented in the SONISWEB® manuals “Course & Section Processing” and “Room, 
Building & Campus Records”. This report is useful to see room availability. There’s a sepa-
rate page for each room.  Under each day, the course sections are listed in time-of-day order. 
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Schedule: Student 
Students get their schedules directly from the Web by logging on and clicking the Schedule 
tab.  The Schedule display and a “printable” version are available for the student on-line. 

The report shown in Figure 65 is for those who prefer to send printed schedules. In addition 
to the usual School-Year-Semester choices, you can pick the Sessions (shorter periods within 
a semester).  

 

• Figure 65 Schedule: Student 

The report, illustrated in Figure 65, contains an individual page for each student.  The 
courses are listed in alphabetical order. The same course section is listed more than once if 
the class meetings are in different rooms and/or meet at different times and/or have differ-
ent instructors.  Student schedules viewed on a Web page also have multiple entries for dif-
fering meeting locations and instructors. 

Semester Academic Status 
This “report” gives you two options, “Academic Probation” (page 15) and “Dean’s List” 
(page 24).  
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Semester Grade Report 
Students see their grades on line.  This report is for the official course grades.  

 

• Figure 66 Semester Grade Report 

In this report, each student is listed on an individual page with courses in alphabetical order.  
It’s suitable for mailing.   

“Semester Grade by Student” on page 44 provides the same information but with multiple 
students per page.   

Unlike “Student Courses” (page 46), only official grades are listed.  The quality points are 
computed as the report is compiled.  It is not a stored value. 

There is an option to let students see 
course grades given but not yet made 
official.  It’s set with the Web Option 
checkbox shown in Figure 67.  See the 
“Web Options” manual. 

 

• Figure 67 Web Options Setting to View Unofficial Course Grades 
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Semester Grade Summary 

 

• Figure 68 Semester Grade Summary 

This report shows you the grading profile by course and instructor within a semester.  It is in 
order by course code. 

Click one of the underlined numbers (the hand in 
Figure 68) to get the details shown in Figure 69. 

 

• Figure 69 Semester Grade Summary Details 

Click Return to go back to Figure 68. 

This report was built with ColdFusion™ so print it 

with your Web browser print icon7 . 
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Semester Grade by Student 
Where “Semester Grade Report” on page 42 puts each student on a separate page suitable 

for mailing, this report shows multiple students per page. 

 

• Figure 70 Semester Grade by Student 

The report, illustrated in Figure 70, shows the grades and the statistics for the students.  You 
can choose one student or a group based on the prompt (like Figure 3). 
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Student Booklists 
Students and faculty can print their own booklists directly 
from their Web pages.  They click the Schedule tab (stu-
dents) or Courses tab (faculty) then Booklist as Figure 71 
illustrates.  

• Figure 71 Student Online 
Booklist 

 

• Figure 72 Booklist from the Online Student Display 

The online student booklist looks like Figure 72. 

 

• Figure 73 Student Booklist Report 

The booklist report illustrated in Figure 73 comes from clicking Student Booklists in Figure 
2.  There’s a separate page for each student with the books listed in alphabetical order.  The 
report allows several years to be shown whereas only the current year is given in the student 
version using the Schedule tab. 
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Student Courses 
Students see their courses online and faculty members see the courses of their advisees on-
line.  

 

• Figure 74 Student Courses 

The report shown in Figure 74 has one page per student. Unlike “Schedule: Student” (page 
41), it shows both official grades and those that have been posted but not made official.  It 
computes the points based on the grade and the credits if the grade has been made official.  
Those transfer courses entered for credit are also shown and are used in the calculations.  If 
all semesters and years are selected (see “Report Selection Parameters”, page 10), it serves as 
a comprehensive look at the student’s matriculation and contains more information than a 
semester grade report or a transcript. There’s a separate page for each student.  It is ordered 
by school year, semester, then alphabetically by course code. 

If your purpose is to evaluate student progress against degree requirements, a better choice is 
degree audit.  See the SONISWEB® text “Degree Audit” for guidance in using it.  Degree 
audit is also directly available to faculty (see the “Faculty Handbook”) and to students via the 
Web. 
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Student Ledger 
Students can view their 
financial ledgers by click-
ing the Ledger tab while 
logged on to the Web.  
Figure 75 shows it.  Ad-
ministrators also have di-
rect Web access to the 
ledgers as part of the Fi-
nancials functions of 
SONISWEB® (see 
Figure 94). 

 

• Figure 75 Online Student Ledger 

 

• Figure 76 Student Ledger 

The report shown in Figure 76 contains a separate page for each student.  The transactions 
are in order by transaction date. It is suitable for mailing.  Unlike the “Billing Report” (page 
22), it shows all financial transactions, prior and current. 

Student Profile 

 

• Figure 77 Student Profile 

The profile report furnished with SONISWEB® is just an example.  Most institutions will 
want different student information in their profiles, so this is simply a model. The text “Re-
port Customization” describes the process of copying a report, modifying it to suit your 
needs, and substituting your reports for those furnished with SONISWEB®. 
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Third Party Billing Detail 
Third party billing is a variant of the awards process.  It’s covered extensively in the “Finan-
cial Record-keeping & Billing” manual. To the student it’s an award, but bills are required to 
send to the third-party payees.  This is a two level report.  The summary lists the third party 
“awards” with the third-party Institution underlined.  Click an underlined Institution for the 
details. 

Third Party Billing Summary (Bills) 
This report contains the “bills” for sending to the third-party payees (in SONISWEB® part 
of the “Institutions” table). It’s covered extensively in the “Financial Record-keeping & Bill-
ing” manual.  It’s in alphabetical order by Institution, one page per Institution.  All the stu-
dents are listed with the awards offered and accepted and the total owed by the Institution. 

Timed Email, Timed Email: Prospects, Timed Letters, Timed Letters for 
Prospects and Timed Mail-Merge 

Triggered by Activities, they are covered in the SONISWEB® text “Timed Letters, Timed 
E-Mail & Timed Mail-Merge” that gives the details on setting up and using those letters. 

The actual merge process is in the text “Mail, E-Mail Merge, and Mailing Labels”. 
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Transaction Register 
The transaction register is a list of every fi-
nancial transaction in order by date.  It can 
get very large, so it’s common to set date lim-
its like those in Figure 78. It’s covered in the 
“Financial Record-keeping & Billing” manual. 

 

• Figure 78 Level (Class) and Advisor Selections 

Transcript Requests 

 

• Figure 79 Transcript Request by Student 

Your students (or “alums”) can request a transcript by logging on to SONISWEB® and 
picking the request as shown in Figure 79. 

When you select Transcript Requests from the list of reports, you get a list of persons who 
requested transcripts illustrated in Figure 80. 

 

• Figure 80 Transcript Request Report Prompt 
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Pick one or more students in Figure 80, click the Build Report button, and you get tran-
scripts for those students just like Figure 81. 
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Transcripts 

If your purpose is to evaluate 
student progress against degree 
requirements, a better choice is 
degree audit.  See the 
SONISWEB® text “Degree Au-
dit” for guidance in using it.  De-
gree audit is also directly available 
to faculty (see “Faculty Hand-
book”) and to students via the 
Web. 

 

• Figure 81 Transcript 

Every school has its own form of 
transcript. The example in Figure 
81 shows how a transcript is con-
structed.  Your staff, a contrac-
tor, or RJM Systems, Inc. can use 
this report as a model from 
which to build your particular 
style of transcript. The 
SONISWEB® text “Report Cus-
tomization” describes the process 
of copying a report, modifying it 
to suit your needs, and substitut-
ing your reports for those fur-
nished with SONISWEB®. 

 

• Figure 82 Exclude 
Those with Transcript 

Holds 

For Transcripts you can exclude 
those with transcript holds as 
Figure 82 shows.   

 

• Figure 83 Transcript Prompt 
for Month-Year 

You can specify the month-year 
in the report generator prompt 
for Transcripts(RB) as shown in 
Figure 83.  You can select more 
than one date from the list.  If 
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you select none you get all that meet the other selection criteria. 

There’s an option to show the in-progress grades of students on the 
transcript.  They have “IP” beside each course. This option is set in 
Systems System Variables.  If it’s turned off, the “IP” courses do not 
appear in Figure 81.  

• Figure 84 
Transcript Re-
port and Labels 

As part of printing transcripts, you have the option to print mailing 
labels also illustrated in Figure 84.  

Transfer Courses 

 

• Figure 85 Transfer Course Listing 

As you set up transfer courses and relate them to your courses, SONISWEB® shows you 
lists of choices on your display.  This report, shown in Figure 85, gives you a consolidated 
list that you can print and refer to as needed. 

The bold course names are those from your catalog.  The courses beneath them are the 
transferred course that you allow as substitution for your courses. 
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Transferred Students 
For this report, SONISWEB® examines the education records of students searching for: 

� Those with a checkmark in the Transferred Students checkbox of an Education re-
cord (Figure 87) 

and 

� An active Education record for the home institution (yours) with a From date 
(Figure 88).  

Figure 86 is the list of dates from the home institution Education records with a match. 

 

• Figure 86 Selection for Transferred Report 

 

Figure 87 Transferred from Education Record 

 

• Figure 88 Transferred to (Home Institution) Education Record 

You see a small portion of each Education record in Figure 87 and Figure 88. 

 

• Figure 89 Transferred Students Report 

The report looks like Figure 89 but, in your case, with many more records. 

This report was built with ColdFusion™ so print it with your Web browser print icon7 . 
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Waitlist Report 
This report is in order by semester and year.  The course code has a slash-slant and the 
course section.  So “PH101/2” means section 2 of that course during the semester.  Then it 
is in order by the date of attempted enrollment.  Notification, if any, is shown.  It is shown 
and described in the “Course & Section Processing” manual. 

Withdrawal (Courses) Report 

 

• Figure 90 Withdrawal (WD) Report 

This is a listing of withdrawals from courses.  It’s in order by the course name and then the 
last names of the students. 
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COMMON REPORTS PROBLEMS 

A fuller coverage of errors and their correction is the in SONISWEB® text “Messages, Er-
rors, and Diagnosis”.  If your problem seems to be Web browser setup, see the text 
“Browser Settings”. 

No data on the page; nothing but column headings on the page 
This is not a message but an observation of the display when running a report built with 
Crystal Reports™ (those without “RB” in their names).  The most likely cause is that there 
are no records in your databases that meet your report parameters.  Parameters include PID-
ID, campus, division, department, program, school year, semester, etc. Campus, division and 
department are usually set automatically based on your role-based security profile. 

Start the report again and select different parameters.  If that yields no results, contact your 
SONISWEB® administrator to determine what security is automatically set for you in your 
security profile. 

No data on the page; the page is gray 
This is not a message but an observation of the display when running a report built with Re-
port Builder (those with “RB” in their names).  The cause and solution is the same as “No 
data on the page; nothing but column headings on the page” above. 

Not all pages print or the printed report looks like the browser screen 
This describes a problem usually caused by clicking the wrong print icon.  On the browser’s 
toolbar at the top is a print icon shown in Figure 15 (page 13).  It prints only the browser 
display you are viewing, not the whole report.  Just above the display of the report is a sec-
ond printer icon shown in Figure 14 and Figure 16.   

Use the print icon in Figure 14 or Figure 16. These print all pages in a standard report for-
mat. 

Nothing works; cannot see any report; browser error message 
When you use the older reports (without “RB” in their names), a Crystal Enterprise viewer 
must be “attached” to your browser in order to see the reports.  If you get a browser error or 
no results at all, the viewer is probably not attached.   

Crystal Enterprise normally installs an Active X 
viewer on demand.  If that’s not happening, check 
with your information technology support staff or 
your SONISWEB® administrator for diagnosis and 
correction. 

 

• Figure 91 Turning Off Active X 

For Firefox™, Netscape®, Opera, and Safari browsers you need Active X turned off.  It’s 
done in Systems Web Options with the entry shown in Figure 91. 
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Sorry, the report viewer is not installed on the server 
This is a Crystal Enterprise problem that doesn’t 
apply to the ColdFusion™ Report Builder. 

 

• Figure 92 Sorry, the report viewer not installed.... 

Common causes are: 

� You are not authorized to view reports. 

� Report viewing has been turned off for everyone in the SONISWEB® administra-
tor’s Web Options page. 

� Crystal Enterprise has been disabled on your server.   

Usually your SONISWEB® administrator can tell you the status of reports or guide you to 
the technical support staff if needed. 

Wrong report or an old out-of-date report appears 
The usual problem is that Crystal Enterprise or Web browser caching is turned on.  See the 
SONISWEB® manual “Browser Settings” to set them correctly in your borwser. 
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GETTING STARTED - LOG IN AND THE USE OF TABS, BUTTON AND 
FIELDS 

        

 Figure 93 Login Displays 

To log in as an administrator, select that option from your Web page.  The standard 
SONISWEB® login pages look like Figure 93.  

• Figure 94 Typical SONISWEB® Page 

Figure 94 is a typical SONISWEB® page.  The actions authorized in your profile appear at 
the top, called the Toolbar. 

When you make a selection from the Toolbar, the applicable Function List appears on the 
left.  Only the functions authorized in your assigned profile and your individual limits and 
privileges appear. Some might have only Courses in the toolbar and only Course: Add/Edit 
for functions. 

Not apparent on the display is whether or not the profile permits editing or changing the in-
formation.  Once the you select a function from the list on the left, you will see a Submit or 
similar button at the bottom of the display if you have the permissions to add, edit, or delete 
the data.  

By clicking a Status Bar you quickly return to the “person” or the “course” you were proc-
essing even if you left it temporarily to look at a financial display or a report. Of course, if 
you have not selected a person with Names or a course with Courses, there will be no 
Status Bars at the top. 

In Figure 94 click an underlined Selectable Link and you go to that record.   
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S e a r c h  b y        N a m e        ID

Click your choice;
the other choices turn off

Single Choice Radio Buttons

J o h n

Type the data

N e e d  in fo  o n  s c h o la r s h ip s
fo r  h a n d ic a p p e d  s tu d e n ts .
A ls o  n e e d  to  k n o w  a b o u t
w h e e lc h a i r  a c c e s s .   C a n  I
p a r k  a  v a n  n e a r  t h e  d o r m ?

Use arrows to bring text into view

Entry Field

S p r in g

S p r in g

In t e r s e s s
F a ll

S u m m e r

S p r in g

Click the arrow

Click your choice

Arrow-Pulldown

Click your choices;
check mark means selected

Multiple Choice Checkboxes

P le a s e  S e n d  B r o c h u r e

P le a s e  S e n d  C a t a lo g

P le a s e  S e n d  A p p l ic a t io n

 
Figure 95 Arrows, Fields, Checkboxes and Buttons 

SONISWEB® prompts you for information with windows like those in Figure 95.  Use your 
mouse to click your selection.  

� Once you have made your selection(s), you must click an action button; usually it is 
Submit, Delete, Reset, etc.  

� For Entry Fields, click the beginning of the field so you don't get any blanks inserted 
in front of your entry. 

� With Multiple Choice Checkboxes, each time you click a box it goes from selected 
(check mark) to unselected (no check mark). Click it again and it is selected, etc. 

� Radio Buttons allow only one to be selected; when you click one, all the others are 
turned off. 

Some SONISWEB® lists permit you to make multiple choices.  It works just like most PC 
spread sheet software. 

� To pick two or more in a series, 
click the top selection, hold down 
the Shift key on the keyboard 
and click the bottom item in the 
series.  Release the shift key and 
they are selected as shown on the 
left and middle of Figure 11.  

 

• Figure 96 Selecting Multiple Choices 

To pick two or more that are not adjacent, click the first item, hold the Ctrl key on the key-
board, select the next item and the next, etc.  When you have picked the last item you want, 
release the Ctrl key and you see the selections like those on the right of Figure 11. 
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