Examples & Demonstrations – New Executive Officers Seminar

All directions assume you are starting at the Management Information home page: http://www.dmi.illinois.edu  


Departments & Executive Officers

Example/Demo 1:
Import an HTML table with your staff directory into Excel. 

A simple technique that can be used on any web pages displaying data in tables. 

1. Under “Open”, select “2. Departments & Executive Officers”
2. Click on your college, then find your department in the list under your college. Click on the “Staff” link next to the dept name. 

3. Select the entire table using your cursor: click above the table, hold down Shift key, scroll to bottom, click under table.  Entire table should be highlighted.  From the toolbar, issue the command Edit/Copy. (Shortcut: Ctl-C)

4. Open Excel (click on Microsoft Excel on the task bar at the bottom of your screen). Use File New to create a new worksheet if needed. 

5. From the toolbar, use Edit/Paste (shortcut=Ctl-V) to paste the directory into your spreadsheet.   Now the data is available for sorting or reorganizing. 

6. When done, click on your browser on the task bar and then hit the Back button until you return to Management Information home page.

Course Information System

Example/Demo 2: Look at the IUs generated by each faculty member for 2009-10

1. Under “Closed”, click on  "1. Course Information System" link.  Hit the “Log In” button, enter your network ID and password 

2. Select report #2 “By Dept Paying the Instructor”
3. Select a department (Animal Sciences if you have no preference).  

4. Select the year (2009-10).  Select  Excel format.

5. Click on the "Go!" button.

6. To summarize the data by instructor, select the entire table, including the blue header row and all data rows.

7. From Menu bar, select Insert.  From Insert menu, select Pivot Table (and Pivolt table again).  Confirm that you wish to use the selected range. 

8. Drag the Instructor name column to the Row Header box. Drag the IUs to the Values box.  You have a report by instructor! 

9. Enhancements: drag Term to the Column headers box to get a break out by term. 

Course Information System

Example/Demo 3: Find all courses taught by a faculty member since 1987

1. From “Select a Report”, click on link “By Instructor--Faculty Promotion & Tenure Packet”

2. Type first few characters of instructor’s last name into name blank and hit “Go!” button.
3. To pick a different instructor, hit “Change Specs” button and repeat from 4.

4. To select a different report, hit “New report” button 

Example/Demo 4: Get the history for one or more course
1. From “Select a Report”, click on link “15. By Course, (multiple Courses, multiple years)”

2. Enter NRES 293 (or other course of your choosing).  Hit “Summary” button.  Notice that the course changed number and subject over time.  At the top, you can also hit “section detail” to see all instructors and all sections.  

3. Notice that you could also have entered several courses in the list, or pasted a list from another source. 

Example/Demo 5:  Six Ten Report

1. From the Course Information system menu, choose 8. Six Ten Violations Report.  Log in if needed.

2. Select a dept.  If you are not from an academic dept, choose Anthropology. 

3. Hit “Go” .  Look at the three sections of the report. 

4. Hit back button when done.
Campus Profile

Example/Demo 6: Generate "standard" and “strategic” Profiles

1. Click on "1. UIUC Campus Profile" on top left.

2. By default, a Standard Profile for the campus appears.
3. Scroll through items to see what is there.
4. Click on an item number if you want a definition.
5. The Jump to Data dropdown allows you to move down to specific lines

6. The Reverse Year Order option allows you to change the order of the columns. 

7. When done, click the Back button until you return to the Campus Profile home page.

8. To see data for a college or other major academic unit, select from the dropdown at left.  To see data for a department, select from the dept dropdown box. 
9. To get a Strategic Profile: select a college, e.g. ACES.  Hit “Strategic Profile” button.

10. Notice two sections – campus indicators at top, college metrics at bottom. 

11. The tabs across the top allow you to open up three sets of graphs:

a. Dashboard: charts showing progress towards targets

b. Campus-wide Metrics Charts – charts of the metrics common to all units. Try selecting a different comparator unit from the dropdown box over the right column. 
c. Unit-Specific Metrics Charts – charts of metrics specific to each unit

Look at each of these in turn.  

Example/Demo 7: Create a "custom report" of all items for the Dept of Agricultural and Consumer Economics or any unit you want.

1. Click on the "Custom" link
2. In the "Select Units' drop-down box, click on Agricultural &  Consumer Economics.

3. In the "Select Items" drop-down box, click on the first entry, "All items".

4. Choose Descending (but note you could have selected “Ascending Years“

5. Click on the "Submit button" and you will see the page you created.

6. Note: drilldowns!  While we are looking at this page, notice that many of the more recent numbers are links.  Let’s click on the links under 

· 1320 Tenure system faculty

· 2500 Expenditures
· 2685 G&C Exp - PI home dept
· 3600 Students
· 4050 Additional Thesis Students 

· 4410 Degrees granted

· 5200 Instructional Units

· 6700 Section Size

· 7100 Net tuition undergrad

Example/Demo 8: Graph the terms-to-degree (lines 4720,4740, 4760 ) for one unit

Return to the Custom Report Specification page. 

1. Under Units, select a unit of your choice
2. In the "Select Items" box, click on line 4720, hold down the shift key, and hit 4760.  All three lines should appear selected. 
3. Select Ascending order – always for graphs!

4. Hit the Submit button to view the data. 

5. Click on the Excel icon at top right. If you see a pop-up box warning you that the file might not be in the right format, just continue.  An Excel window will open containing the data.
6.  Clean up the data. First, delete the columns with the item number and name, the columns with targets at the right.
7. Highlight the data, including the row and column headers for the the graph: Move cursor to the cell above the first item, click.  Holding the shift key down, move your cursor to the bottom right corner of the data highlighting the rows of data and the column and row headers.   
8. Select Insert from the menu bar. 

9. On the Insert menu, click on the line graph, and select a line type.  You have a graph!

10. You can click on the elements of the chart to change fonts or colors, for example. You can Insert a text box from the insert menu if you want a title or note.
Proposal Data System

Example/Demo 9: You are negotiating a contract with Arthur P. Sloan Foundation.  How likely is it you will get any ICR?

1. Click on “Proposal Data System”. Hit “Begin” (Normally, you need to log in, but the server remembers you are already logged in).  
2. Complete the form: 
a. Summarize: by sponsor type/sponsor 

b. Type of report: summary report only

c. Years: All

d. Units: All 
e. Sponsors: Philanthropic Foundations

3. Hit the Generate this report button.
4. Look at the report generated – notice you have a summary for each foundation, with number of proposals, dollars requested (direct and indirect) and dollars awarded. You can see than very few foundations pay overheads, and the Sloan Foundation has paid none.  
Example/Demo 10: Find all the grant proposals made by a faculty member in your unit. 

1. Click on the “Select Investigators” button. 

2. Select the year(s) wanted: FY09 
3. Select the faculty member from the alphabetical list or type in enough letters to be unique (suggestion: Abelmann nancy – no commas, capitalization doesn’t matter)
4. Select the type of report: Summary and detail. 

5. Hit the Generate this report button.
6. Notice the proposal details, e.g. title, co-investigators.  Also, notice the $ Spent columns – this is inception to date expenditures on the grant as of yesterday.
7. When done, hit the Management Information graphic at the top to return to our home page. 
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