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MODULE REPORTS

MODULE REPORTS

Module Reports allows you to access reports from all modules.

Select Module

To select a report, you must first choose a module from the dropdown list as shown
below in Fig. repl.

Cash Mgmt W

Event Mgmt
IOLTA

MCLE
Member Momt
Fenewal

Fig. repl

For example, select Cash Mgmt from the list. You will see that the box immediately
below the dropdown list is immediately populated with all reports within the
selected module.

Cash Momt w

Cash Batch Audit S
Cash Receipt Letter

Cash Receipt Letter By Member

Cash Receipts Mot Sworn

Cash Receipts Mot Sworn - Individual
Cash Receipts Swaorn In

Cash Receipts Sworn In - Individual
License Fees By Status

Licensing Receipts Distribution bl

Fig. rep2
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REPORTS

View Report

To view a report, click on the report you want to see. For example, if you wanted to
view the Cash Batch Audit report, click on that title in the list.

Cash Mamt + | Batch

Zash Batch Audit

Cash Receipt Letter

Cash Receipt Letter By Member

Cash Receipts Mot Sworn

Cash Receipts Mot Sworn - Individual
Cash Receipts Sworn In

Cash Receipts Sworn In - Individual
License Fees By Status

Licensing Receipts Distribution b

Displays details per Batch number.

@ Al Pages
O Pages To
[ Show Report ]

Fig. rep3

As you can see, along with a brief description of the report, any parameters that are
required to run the report will be displayed. If you know that you want to see an
audit of Batch 999, enter 999 into the textbox labeled Batch and hit the Enter key or
click on the Show Report button.

You will be presented with a message asking if you would like to open or save the
file. Click on the Open button to immediately open and view the report.

File Download 3]
Do you want to open or save this file?

ror B Marme: Cazh Batch Auditpdf
L.

| ke Type: Adobe Acrobat 7.0 Document, 3.53 KB
Fram: dew.baraliance.com

Open ] [ Save ] I Cancel

harm vour computer. If wou do not trust the source, do not open or

@ YWwhile filez frarm the Internet can be uzeful, zome file: can patentially
save thig file. What's the rigk?

Fig. rep4
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MODULE REPORTS

The report will then be displayed in a PDF or CSV format.

Utah State Bar
Cash Recaipts Audit
Tuesday, September 27, 2003

Batch Number: 899 Date Entered: 12731083 Amount: 31,100.00
Type of Entry: Events Date Deposited: 12031883 Entered By: Sharadee Fleming
Ctrl Ne. Ck No. Mem ID Paymentis For. .. Payee Ck Total Indiv Total Motes
19341 064148 00313 HAWKINE, D. MARK M PETER K. ELLISON 3100.00 100,00
19342 1893 01319 KENNEDY, WEMDY C. KEMMETH R. MADSEN §50.00 55000
19343 1033 5011 HARTILL, MATTHEW W. PHILLI? KENT CARD 350.00 $30.00
19344 2752 03157 URBOM, DANC .. JOHN WALSH 350.00 §$30.00
19345 1212 D0265 PASSEY, MICHAELTC INTECH OHE-EIGHTY CORP 5100.00 §100.00
19346 114508 DDS06 STOME, DAVID CALLISTER, DUNCAN 350.00 $30.00
19343 4437 ODEOT BEASLIN, DOUGLAS D ADKIMG & CHRISTIANSEN 350.00 $50.00
19343 754 [DE88 LORI D CRUCES, DAVID F. JAMES P COWLEY 3100.00 10000
19350 85453 03798 JEMNSEN, M. SCOTTW HERITAGE SAVINGS BANK 310000 10000
19351 35056 00306 HOUCHINS, R MCKAY, BURTON $100.00 10000
19352 1032 05011 HARTILL, MATTHEW W. PHILLI? KENT CARD 3100.00 10000
19355 574D DDE12 WALKER, DAVID H. BLAISDELL & CHURCH 3100.00 310000
§1.100.00 $1,100.00
Fig. rep5

Note: If the title of the report begins ‘CSV’, that report will be displayed in an Excel format.

Select Pages

You can choose to display the entire report at once or you can display it within page
ranges. The default is All Pages.

®) All Pages
O Pages To
[ Show Report ]

Fig. rep6

To view a report within a page range, select Pages. For example, if you know a
report is going to be very large, and you only want to display 50 pages at a time,
select Pages and enter 1 in the first textbox and 50 in the second textbox as shown

below in Fig. rep7. Click on the Show Report button. The next page range would
begin with 51 and so on.

ol Pages
® Pages|1 To |50
[ Show Report

Fig. rep7
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REPORTS

CUSTOM REPORTS

The Custom Reports section allows you to construct your own customized reports ‘on-the-fly.’

Steps: 1...

Instructions
1. Select the category and layout for the repot OR select a saved report
2. Click on the Mext button

Select Category & Layout
Category: v|

Layout:

(8 Layout)

LRI R R RTIRI NN ]

(Table Layout) (Labels Layout)

Select Saved Repaort

Batches By Type

Delete Saved Report

Fig. rep8

Select Category & Layout

The first step in creating a custom report is to select the Category (Module) from the
dropdown list as shown below in Fig. rep9.

Category:

Event

MCLE
hember

Fig. rep9
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CUSTOM REPORTS

The next step is to pick the layout. Initially there are 3 layouts to choose from: Table
Layout, Labels Layout and CSV Layout. See Fig. rep10.

Select Category & Layout

Layout:

SE RGN0 DOWE BED A0 EROR RRD A DR

(CaY Layauf)

B, || T

{Table Layout) {Labels Layout)

Fig. repl0

An additional layout, Letter Layout, is provided when the Member category is chosen. See

Fig. repll.
Select Category & Layout
Layout; L
= (CSY Layout
{Tahle Layouf) (Lahels Lavaut {Letter Layout)
Fig. repll
5 BarAlliance c



REPORTS

Create Table Report

To create a report using the Table Layout, select the Category and Table
Layout, then click on the Next button in the top or bottom right as shown
below in Fig. repl2.

Steps: 1...
Mext

Instructions
1. Selectthe category and layout for the repot OR select a saved report
2. Click on the Next button

Select Category & Layout
Category. | Cash w

Layout:

IR ER]

SERY 0D NRRE BRI AR

(CEY Layout)

(Table Layout) (Labels Layout)

Select Saved Repart

Batches By Type

Delete Saved Report

Ment
Fig. rep12

Note:  The Next button will not be available unless both a category and a layout are chosen. The selected layout will
have a blue border.

5 BarAlliance



CUSTOM REPORTS

Step 2 will then be displayed as shown in Fig. rep13.

Steps: 1...2...

Instructions
1. Belectthe fields for the report
2. Selectfilter parameters (if amy for the report
3. Click on the Next button

NOTE: Da not selectthe same field more than ance.

Select Fields

w
W
W W W W
Add Column
Select Filters
W W W

Fig. repl3
As you can see, the Table Layout offers a report Header, a Group By option,
four columns by default (the first determines the order of the results) and
Filter options.

Note:  All fields do not have to be selected, however at least one field must be selected to continue to Step 3.

\ﬁ BarAlliance



REPORTS

As an example, let’s create a report grouped on Batch Type, that displays
both Batch IDs and the Batch Totals.

Batch Type v

Batch 1D ~ || Batch Total b v b

Fig. repl4
Notice that three of the available fields were left blank. You could also add
Number of Payment Items (# Pymnt Items) and Number of Controls (# Ctrls).
If you want to another more columns, click on the Add Column button. For
this example, add another column and select Disbursed Status.

Batch Type ~

Batch ID “ || Batch Total w || # Pymt ltems || # Clrls w || Dishursed Status

Fig. repl5

To take it one step further, what if you only wanted this information for
Admissions batches? In the Select Filters section select Batch Type in the
second dropdown list, select = in the third dropdown list, and enter
admissions in the textbox as shown below in Fig. rep16.

SelectFields
W
Batch Type v
Batch ID w || Batch Total w || #Pymtltems W || #Cirls w || Dishursed Status
Add Column
Select Filters
+ || Batch Type | = w ||admissions v

AND w | W v |w

Fig. repl6
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CUSTOM REPORTS

Finally, click on the Next button in the top or bottom right. While the report
is being created you will see the message shown below in Fig. rep17.

Loading

Fig. rep 17

When the report has finished rendering, you will see a preview image of the
first page displayed. Notice that the results are ordered by the Batch ID,
which is the first column. All table reports will be ordered by the first
column.

Steps: 1...2...3

BATCH ID EATCH TOTAL & SYMT ITEME #CTRLS
3 34 590 0O 26 26
24 £14 800.00 54 54
£30 §5,130.00 19 20
53 33540 0O 15 1
532 $6,190.00 24 4
533 $10,155.00 34 34
534 4621000 25 2
535 46 B30 00 26 26
536 0.230.00 e[ e[
537 §1,030.00 4 ]
549 $270 00 1 1
B77 $270 00 1 1
[ $2ro.oo a o
B2 #1565 00 7 7
B9 $530.00 2 2
B32 $130 00 1 1
543 §6.260 00 2 2
BAO §6 460 0O 3o 3o
B51 §8.170 00 26 27
674 $260 00 p
ar 33 495 00 B B
7025 §10,460.00 17 17
o 31 650 00
740 §7 845 00 10 10
7041 §4.410.00 10 10
7045 31500 00
7045 §2 E25 00 4 4
7049 §7 435 00 1 1
oS0 37915 00 10 0
7051 §1.715.00
) 32 620 00
FO53 42 555 00
a8 1500 2 p
7oa7 625 00 1 1
70a0 $3.240.00 15 15
[Downioad | [ save | |

Fig. repl8

Note: If the preview appears blank the report has been run but had no returns.

5 BarAlliance

At this point you can elect to Download the report (to save on your
computer), Save the report to the database or return to Step 1 and create a
New report.

Create Labels Report

To create a report using the Labels Layout, select the Category and Labels
Layout, then click on the Next button in the top or bottom.



REPORTS

For example, if you want to create mailing labels for registrants of an event
with the course number 03my, choose the event category and the labels
layout. Click on the Next button. You can then select from the registrant’s
Business, Personal, PO Box or Preferred mailing address by choosing the
appropriate ‘Address Block” from the dropdown list and set the filter ‘Course
Number = 03my’ as shown in Fig. rep20

SelectFields
Address Block - Preferred »
v
W
SelectFilters
v || Event Course Mo, » || = W || 03my v
AND v | v v v

Fig. rep19
Note:  All fields do not have to be selected, however at least one field must be selected to continue to Step 3.

Click on the Next button. While the report is being created you will see the
message shown below in Fig. rep20.

Loading

Fig. rep 20
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CUSTOM REPORTS

When the report has finished rendering, you will see a preview image of the
first page displayed as one column as shown in Fig. rep22, but will print to fit
Avery labels, number 5160 as shown in Fig. rep23.

Steps: 1...2...3

MS,  CHRISTRE J . STEVENS
MLLAF

S, . TALLY BURKE
KRLEE LANDA MAYCOCK & RICKS
S0V BROAVAY STE 300

SALT LAME QT UT 3010

LEA

W _LARRY B LARSEN
IS2ES0S

SALT LAKE T, UT 84111 LEA
[&]

MR _TODD A | MECHEM

00 SHEER & ROBINZON, LLC
arae E

SALT LAME CTY, UT 84727 L5s

MR RO L MONTCLAR I
1-800 CONTACTS, INC.
LEGAL CEPARTHENT

BE EWADSWORTH PARK DR
CRAFER, UT 54020 USA

MR PIATHAN D ALDER
CHRISTENSEN & JENSEN P.C
505 WA ST ETE 1500

SALT LAKE OTY, LT 54144 LS

’Download] ’ Save ] [ ey ]
Fig. rep21

MS. . CHRISTINE J . STEVENS WS, . CHRISTINA JEPSON SCHMUTZ MR . MICHAEL & . DAY
MILLARD COUNTY ATTORMEY PARSONS BEHLE & LATIMER DURHAM JONES & PINEGAR
TES & HWY 93 STE 2 201 S MAIM ST STE 1800 152 E 200 M 3R0 FLR
FILLMORE, UT 84531 USA POS 45398 5T GEORGE, UT 84770 USA

SALT LAKE CITY, UT 54145 - 089
MS. . TALLY BURKE WA _ERIC M . WEEKS
KALISE LANDA MAYCOCK & RICKS OFFICE OF LEGISLATIVE GENERAL COUNS
50 W BROADWAY STE 800 W210 STATE CAPITOL COMPLEX
SALT LAKE CITY, UT 84101 USA SALT LAKE CITY, UT 84114 USA
MR . LARRY B . LARSEN WA JOHN F . GRAY MS. . CAMILLE N . JOHNSON
352 E Q10 S GRAY & GRAY LC SHOW CHRISTENSEN & MARTINEAL
SALT LAKE CITY, UT 84111 USA 21505 1300 E 3TE 500 10 EXCHAMGE PLACE 11TH FLR

SALT LAKE CITY, UT 84106 USA POB 45000

SALT LAKE CITY, UT B4145 USA

MR . TODD R . MECHAM MR BLAIN H . JOHNSON MR . RICHARD M . MATHESON
COCH, SKEEM & ROBINSON, LLC BLAIMN JOHMSOM LAW FIRM PC MATHESON & PESHELL LLE
576G S 900 E CVBIAS LAW OFFICES OF BLAIN JOHNSON 5363 5 900 E STE 205
SALT LAKE CITY, UT 84121 USA 3434 WASHINTON BLVE STE 305 SALT LAKE CITY, UT B4117 USA

OGDEM, UT 344011 U3A

Fig. rep22
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REPORTS

Create CSV Report

To create a report using the CSV Layout, select the Category and CSV
Layout, then click on the Next button in the top or bottom.

For example, select the Event category and then the CSLV Layout. Click on
the Next button. To see how much money an event generated, make the
selections shown in Fig. rep23. If you want to another more columns, click
on the Add Column button. Click on the Next button.

Select Fields

Event Title ~ || Batch ID » || Total Amount e ~ ~ «

Fig. rep23

Note:  All fields do not have to be selected, however at least one field must be selected to continue to Step 3.

While the report is being created you will see the message shown below in
Fig. rep24.

Loading

Fig. rep 24
When the report has rendered, a preview image of the first page displayed.

Steps: 1...2...

3

2005 Asnual Cormention 11 §4,780.00
174 $2 080.50
prrl $5,754.00
2557 $320.00

2546 §1,500.00
2547 $265.00

2548 570,00

[annlnad] [ Save ] [ [N ]

Fig. rep25
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CUSTOM REPORTS

Create Letter Report

To create a report using the Letter Layout, select the Member category and
Letter Layout, then click on the Next button in the top or bottom.

Select Fields
Enter Date Here
Address Block
RE: |Enter SubjectLine Here
Dear Member Name:
Enter Text Here
Sincerely,
Select Filters
W W W

Fig. rep26

NOTE: The Letter Layout has been designed to automatically populate the member’s name and preferred
mailingaddress.

Enter the date to appear on the letter in the uppermost textbox, the subject of
the letter in the middle textbox and the actual text of the letter in the bottom
textbox. Click on the Next button.

While the report is being created you will see the message shown below in
Fig. rep27.

Loading
Fig. rep 27

\ﬁ BarAlliance 13



REPORTS

When the report has rendered, a preview image of the first page displayed.

Steps: 1...2...3

harch B, 2006
M3. . FORDJ. ALLEN
JAY V. BARNEY, PC
9999 5 999 W STE 99
SANDY, UT 34070 USA
o
1}

RE: Sample Laner

Diear FORD [ ALLEN,
This i the text for the sample later

Sincerely,

[Downluad l [ Save ] [ Mew ]

Fig. rep28

Download

To download a report to your computer, click on the Download button. You will
then be prompted to select how much of the report to download. All Pages is the
default selection. Click on the OK button.

Dowenload Report
& Al Panes

) Pages Ta

[ Ok ][ Eancel]

Fig. rep29

14 \ﬁ BarAlliance



CUSTOM REPORTS

At this point you will be asked to either open the report, or save it to your computer
as shown in Fig. rep30.

File Download

Do you want to open or save this file?

]E*: Mame: table365816. pdf
!ﬂ Type: Adobe Acrobat 7.0 Document, 7.81 KB

From:  localbost

Open ] [ Save ] [ Cancel

harm your computer. |f vou do nat trast the source, do ot open or

@ YWhile files from the Intermet can be uzeful, zome files can potentially
zave thiz file. WWhat's the nsk?Y

Fig. rep30

If you choose to save the report, click on the Save button. You will be prompted to
select the location for the report and the name. For this example title the report
‘Admissions Batches’” and save it to your desktop as shown in Fig. rep31. Click on
the Save button. The report is now saved to your desktop.

Save As EE
Sawve in: | [Ef Desktop s | 3 e -
) BMy Docurments
i "Ea ¢ by Computer
My Recent & by Network Places
Documents
r_,__._ga
Desktop
ty Documents
=
.
My Computer
"-:’l Filz namme: |.-'-‘-.I:Imissions B atches. pdf w | [ S ave ]
- _J
My Metvwark Save a3 bupe: |."—'-.dclbe Acrobat 7.0 Document L3 | [ Cancel ]
Fig. rep31

5 BarAlliance 15



REPORTS

If you choose to open the report instead of immediately saving it to your computer,
click the Open button as shown in Fig. rep32. The report will be be displayed as a
PDF document.

Save

16

| Adobe Reader - [table965816[1].pdf] EEX
=L File Edit ‘“iew Document Tools ‘Window Help - g%
¥ L RHEL | e Q - [* . i@
B=®&# 9D - Ll[Ed|@[m |- @ |[05-:0- v
»
] Es
4]
=
£ Admissions
7 8433 $12,300.00 Mot Disbursed 20
7880 $4,075.00 E
2 7045 $1,500.00 2
T 7734 $10,375.00 12
£ 7678 $450.00 1
5 8232 $7,325.00 14
& 2314 $3,400.00 7
Lk 2451 $3,560.00 5
" 790§ $625.00 1
= 7025 $3,485.00 45/2003 B
" 7376 51,065.00 7128/2003 o
£ 7701 $8,475.00 2/4/2004 18
o TTE4 $525.00 42012004 1
g 7589 $8,150.00 20412004 15
3 7808 $2,315.00 12212003 20
2274 $2000.00 100252004 3
- 7086 $415.00 52012003 2
8262 §72500 1001902004 1
£31 $3,540.00 1002001882 15
8263 $650.00  10/19/2004 1 2
| I774 R2A 00 A1 109004
= — ~= TRETH
L5 tofz | b bl @ U=
—
Fig. rep32

To save the report to the database, click on the Save button. You will be
prompted to name the report. Enter ‘Admissions Batches’ in the textbox as

shown below in Fig. rep33.

Save Report

Title: |Admissions Batches |

[ Sawe ][ Cancel ]

Fig. rep33

5 BarAlliance



CUSTOM REPORTS

Click on the Save button. You will receive the message shown in Fig. rep34.

Microsoft Internet Explorer, (%)

! "_-., Your report has been sawved

ok ]

Fig. rep34

Click on the New button to start a new report. You will see your newly saved report
is now in the list as shown in Fig. rep35.

Select Saved Repart

Admissions Batches
Batches By Type

Celete Saved Report

Fig. rep35

Filter

Filtering a report allows you to narrow your report criteria.

For example, if you wanted to create mailing labels, but only for registrants of the
event with the course number ‘05am’, select the Event category, Labels layout and
click the Next button.

Select “‘Address Block’ in the first dropdown list in the Select Fields section and in
the Select Filters section, select Course Number = 05am as shown in Fig. rep36.

SelectFields
Address Block- Preferred
W
W
Select Filters
v || Course Na. v|= v ||05am| v
AND w | W v |

Fig. rep36

5 BarAlliance 17



REPORTS

Select Saved Report

To use open a previously saved report, click on that report in the list in the Select Saved
Report section. Click on the Next button.

Select Saved Report

Elatches By Type

Fig. rep37

As you can see in Fig. rep38, the selections made when the report was originally created
have been saved.

Select Fields
b
Batch Type w
Batch ID “ || Batch Total || ¥ Pymit ltems w |3 Cirls ~ || Dishursed Status »

Add Column

Fig. rep38

At this point you can make any alterations you want, if any, and click on the Next button.
Once the report has rendered, you can choose to Download or Save the newly run version of
the report just as if you had started from scratch.

Steps: 1...2...3

BATCH IO BATCH TOTAL & 2YMTITEMS #CTRELE DISBURSED ATUS
223 34 530 00 26 26
224 §14.600.00 54 54
&30 §5.130 0O 19 20
531 43 540 00 15 15
532 §6.190.00 24 24
533 $10,155.00 34 34
534 $6.210.00 25 25
535 46 530 00 26 26
53 $10.220.00 36 36
537 §1.050.00 4 4
543 $270 00 1 1
877 $270.00 1 1
SE2 27000 o o
BO2 $165 00 7 7
E22 0.00

B32 $130 00 1 1
B43 $6.260.00 29 29
ES0 $E 450 00 El el
B51 38170 00 26 7
B74 $250.00

7025 43 495 00 B B
7028 §10,460.00 17 17
oy 1 850 00

7040 47 845 00 10 10
7041 $4.410.00 10 10
7o4S 41 500 00

FO45 3262500 4 4
o049 §7 33500 1 1
7050 47 815 00 10 10
7051 §1.715.00

752 §2 620 00

FoE3 §2.565.00

a8 405 00 2 r
Foar $E5.25 00 1 1 MNOT DIS| ED
7090 §3.240.00 15 15 MNOT DISBURSED

Download][ Save ][ Mews

Fig. rep39

18 5 BarAlliance



CUSTOM REPORTS

Delete Saved Report

To delete a saved report, select the report in the list and click on the Delete Saved
Report button. The report will immediately be removed from the list.

\ﬁ BarAlliance 19
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