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Introduction to Reporting: a basic overview

1 Reporting allows you to interrogate the database and return information about members based on
any of the fields within the database. It is a very intuitive tool and pretty easy to handle. The key is
knowing what you are after, and then understanding what has been returned from the system.

2 The only way to master the reporting module is to run reports and see what information is returned.
The more you play and think about the data, the more you will understand how to get the most out
of your reporting.

3 Click on the Reports menu.
=~ Softball Australia Manager
Dashboard Assocations Clearances  Registrations  Reports a
Reports

Reports are grouped into different areas depending on the data they report on. Choose the type of report you would like to use from the buttons on the left

There are two types of reports presant in the system

1. Quick Reports - Indicated by the Run
2. Advanced Reports - Indicated by the

8 quick look at your data,

they are predefined an
button, they atiow vt which figlds you want to display and add custom filters 10 your report

ey al

4 We can see a list of report types. Associations is the area you enter to run reporting about
Associations, Clearances to find more about the permits and clearances occurring at your level or
below....and so on.

5 From experience the most powerful and possibly the most useful report is the Members report, and
we will use this for all the examples on how to use the reporting system.
. . State
4 NOTE: The different levels in the A L
- hierarchies have subtle differences Reports Association
in the reporting buttons. RS Reports Club

Reports

J— Clearances

— ubs Clearan
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6 Click on Members.

- Softball Australia

Dashboard  Assocations

Clearsnces  Registrations

Reports

Manager

o

Members

Retention Report

Set

own parameters etc for
on Member Retention

National Accreditation Report

National Accreditation Report

Duplicates Summary

Advanced Member

Wh paramaeters et for
on Members

Member Demographic

We can see a list of different members reporting options. In this case, options to run a report that

will give you information about membership Retention, Duplicate Summary, Member

Demographics, National Accreditation and Advanced Member.

Each one has a predefined list of fields that you can use. The Advanced

Member report will likely be the key report you will use as it allows you to
access almost ALL the fields, giving you much more flexibility.

To go into the Advanced Members Report, click on the Configure button.

Advanced Member

Set your own parsmaters &tc for
reporting on Members

N
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10

The Reporting page is broken into 5 main sections:

1 Database field groups

Selected Fields box

2

3 (Reporting) Options
4 Reporting Outputs
5

Saved Reports

= Softball Australia

Q » Personal Details

Dashboard  Assocstons Clesrances  Regstrations  Reports

CNoOSe 3 ARIC from IRe L% COIUMN INT Orag It INto the Selected Fieias DOX (tNe 20X Wil axpana 10 Mt your Selos)
Ditterent types of felas 3re 3vailadie from Qitterent Hielo groupings, CLICK the Neading to open the group

CUCK the ‘Run Report DUtion 10 execute the report

» Parent/Guardian

» Contact Detads

» Interests

» Identifications

» Financial

» Medical

» Other Fields

» Seasons - Membaer Records
» Affiiations

» Transaction

@

Selected Fields

Options o/
w ® Unigue Recors Os otz O Al Record
National Number v Lw el
® No Grouping
Ja\
Report Output V
Chocee how you want 4 receive the data frirs fhis repart
& Display
Opwets the repart bor wewsg on the scree
O Email
Emad the report i a format sutadle & be lmported >
Tab Del v |Emeid Address

fg\
Saved Raports o/
) =2
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Database field groups

11 All the fields have been grouped into logical categories. By clicking on each one, you will see the
individual fields under that group that can be dragged into the Selected Field Box, ie:

Personal Details

Naticoal Numbesr
Member iD
Member No
Active Secoro
Salutathion

Firat Kama
Miooie Name
Farmnity Name
Masgen Name
Prefecred Name
Date of Birth
Yesar of Satn
Piace [Town] of Birth

Country Ot Birth

To close the expanded Personal
Details box, click onthe down
arrow at the top leftcorner

Ed Note the scrollbaronthe side there are more

Personal Details fields to use that are notvisible

Panter Each of these boxesisa field that
Deceases can be usedinthe report
Eye Colour v.Jd
+ Parent/Guardian
+ Contact Details
12 The Selected Field box is where you drag the fields you want to display in the report.

« Personal Details

Natoosl Numder
MEmoer 10
Member No
Active Recors
Salutaten

Mioie Name

B First Name
§ e v

) Famity Naena

e[/

Date of Wirth

Drag the required fields from the liston
the leftintothe Selected Field Box.

The Dark Bar indicatesthe locationinthe
listthat the field will be positioned when
you letgo of the left mouse button
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Options
13 There are 4 components to this box.
A
Member ID
Member No
Saiutation
First Name
Mioale Name
Family Name
- Maigen Name
Prederrsd Neme y
Nare nfF Rt
Options - /
Q Show B Unigoe Receras Oofy O Susnmary Data O Al Recorgy / \
@ Seconaary sort by . ' = Mamber No
Groun By Salutavon
@ . 4 Famay Name
Yar of Bintn
r O Birtn [Motner]
Coontry Of Burth (Fatdar v
Senger
A: Show: allows you to define how the report will display the data. Unique Records Only,
Summary Data or All Records. The default is Unique Records Only (display this option).
B: Sort by: allows you to do a primary sort of the data which you can sort the data by
ascending or descending, eg sort by family name — Ascending.
C: Secondary sort by: gives you a second sorting option which you can sort the data by
ascending or descending order, eg sort by first name — Ascending.
D: Group By: allows you to group the data into common groups, eg by club.

This would mean that the data would be grouped by clubs in ascending order with the
records sorted by family name then first name in ascending order alphabetically.
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Report Output

14 This allows you to decide how you want to display your report: display onscreen or receive as an
email.
Repert Output
Choose how Yoo want 1o receive the Sata from this report
D < i i
O N o e T Click Display to have the report show on screen
Oemit < - - Click Email to have the report sent to the email address you typein
Emait the FEQOCT (7 @ FOITIRE SUTAL(E 10 D@ IMPOrted inta BNINer Jrodt, ;—
Tao Oell + | Email Agdreas <
Tab Delt .
NOTE: You can have the file sentas Tab Delimited or CSV
=

Saved Reports

15 When you create a report you want to save, click SAVE.
Saved Reports
Basic Member Rep v m m SAVE || DELETE
16

A new window will open asking you to enter a report name...do this and click Save.

Enter Report Name

Type your report name in here then click Save

Cancel Save

17

To Run, Edit or Delete a Saved Report, click on the down arrow to open the pulldown list, select the
report you wish to action, and click RUN, EDIT or DELETE.

1. Clickon thedown arrow to openthe pulldown list

Saved Reports /

Basic Member Rep @ m w m l

Basic Member Rep .

3. Selectthe actionyou wish to take
Basic Member Report

Member Contact
Report

QZ. Select thereportyouwish toaction
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Running a Report

18 At a state level, we are going to create a members report that we will save and use to contact all
members playing Masters grouped by club.

i NOTE: As a minimum in a members report, you must have the following fields: First
Name, Family Name, DOB, Association Name, Club Name. At association Level
you need the first three and Club Name. At Club Level you only need the first three.

1 Select the following fields:

> First Name

> Family Name

> Date of Birth

> Association Name

> Club Name

> Email Address

> Season (to allow me to select only the most recent season)

> Member Record Type

> Product
2 Sort by Family Name and then First Name, and Group by Club Name.
3 Run the report to display and check results.
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Advanced Member
SOFTBALL
DEMO
s Masrre Forst Mo Faslly Mame  Dote of Beth  Acsncietion Name Pnad Swason  Mewher Tlcond Type Prodot
: IMI/N976  DEMO Amaciation 3 matthess home@saitbed arg.av WIS t I Fastprch Genar [
Alzsnah Armot 0L/02/192% DEMO 3 - - com 201413 Masters Mesters Mostary
Kayie Eairere S0/07/3975  DEMO Association 3 WarylsBelmoce Sguatr com 2014718 Fastpinch | | Pastpnch Sener |
e Ereen 20/05/1960 DEMO 3 de 201415 Masters Mastars Masters
loe Carvhord 0E/07/1554  DEMO Atsecutien § ZoeCrndierdBguty com 1014/13 Masters @ Mastary-Maestery
My e [= > 32/03/1931  DEMO Amsocistion 3 MaysChalla@dayres.com I014/19 Mastery Mastery Maters
o Climgson IVS2/1906  OEMO Amsacation 3 ElaChmpsonSfeckans by 014719 | Pantpich Factptch-Sencr
Erera Cockaon OLOL/I93  DEMO Association 3 TrmeCockacn Gteleworm. us 0413 Fastpach Fastptch-Gencr
e Curtain OI/IL/1972  DEMO Agsacution 3 AysnCurtanenot.com 2014713 | Faatpich Fastptch - Senar
Mandrs  Ossendor? VIV DemO 3 3 de ICLAVLS Masters Masters Mastery
My Dodd QA/4/157S  DEMO Anocaten 3 MeyaDedd Barrmyspy.com 2044/18 Fastpiich Fastpch-Senar
Georgle  Esson OL/0N/1932 DEMO 3 Oecry de 2014719 Masters Mastars Masters
Annabelle  Eversnt O 11/1956 DEMO 3 S 1§ u 0IWV1S Fastpich Fastptedr-Seror
o ue Froelangur LLO/I960  DEMO Amsocution 3 Joshuafreciesgus Blelasscomus 2014/15 Fastpich Fastpach-Semior
Aalia Oeligtr, 0081952 DEMO Assocition 3 AvwheOuilatly Beuva.de 2014/19 Fastpheh Fastpted-Senae
“te Ceatl 0A/01/1973  DEMO 3 it & . I0I4/13 Fastpitch Fastpitch Sanor
Fhcde Hays QU197  DEMO 3 ta &1 he 2014/19 Fastphich Fastptch-Genar
Mathas Home 1121963 DeMO 3 matthe. chtbell org.a¢ 01419 Faatpach Fastpiteh Gone~
<’ Mot 03" sag O@rn PR y.com 20179 Fagtpitch Fantpt-S e
- - ey » ¥

What can we tell from this report?

19 We have returned 222 records for the state.

20 We have all the fields that we asked for...? NO! Where is the Club Name?

- FORGET
A\
'\)Remember: we sorted by Club Name, so it does not appear as a field.
21 Jocelyn Bates has been entered into the system without a Club Name. This needs to be rectified.
22 We have not filtered the report yet, as we can see Fastpitch members, and all we want to see is

Masters players.

So, back to the Report to filter the data.
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23 For each and every field we have selected, there are a number of things that we can do....
Selected Fields
E First Ndﬁl!’?f -
o R =)

emailed, but it does not remove the field from the report. It just deactivates it. To reactivate, click

J We can untick the box on the left hand side, which will remove the field from the display or file

on it again to put the tick in the box. If we wish to remove the field we click Remove on the right

hand side.

V/ We also have a number of filter options available. Different fields have different options, ie date
fields. But the key options are: Is Blank, Is Not Blank, Equals and Not Equals.

Here are two examples:

Is Blank Is Blank
Is Not Blank Is Not Biank
Equals Equals
Not Equals Not Equals
Like
Less Than
More Than
Between
24 To access these options, click on the down arrow in the Filter box. i/} Member Record TY
Filter : |
25 Select the filter option you want .... in the example itis Member Record Type that Equals
Masters. When we select Equals, a new box appears.
] Member Record Type
Filter ;| Equals v
26 At this stage, some of you will have pull down lists (eg Member Records) and others require you to
type in exactly what you are after, eg Family Name, Club Name etc.
27 For those who have pull down lists, you
) Member Record Type can make multiple selections, one at a
Fiter-[Equals  v] [ time.
e Fastpitch ] Member Record Type
i — - (S T R
Off Diamond
Official
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28

29
30
31

32
33

Now we run the Report again.

Returned 73 records

Advanced Member

SOFTBALL

DEMO

Club Name First Name Family Name Date of Birth Association Name

DEMO Association 3 CLUB
Alannzh Armot
Kiara Breen
Zoe Carwford
Maya Challis
Alexandra  Diesendorf
Georgia Esson
Sean Howell
Brayden Humble
Jett Lemberg
Madeline  Levy
Logan Martindale
Chelsea Mathais
Zac Nobelius
Isabel Steigrad
Angus Yates

15 rows
Alana Cox
Declan Dobell
Eva Ferrier
Kaitlyn Goldie
Charli Kitchen
Sienna Kotai
Koby Leichhardt
Emily McClelland
Koby Melrose
Milla Ross-Watt
Dakota Royston
Mitchell Scutt
Taylah Stokes

13 rows

Club2
Harrison Baskerville
Zane Blakeney

06/02/1929
20/05/1960
06/07/1954
12/05/1931
11/11/1936
01/05/1932
18/12/1950
04/01/1952
03/04/1936
11/09/1953
02/03/1934
23/05/1936
06/03/1922
07/10/1955
12/08/1933

05/11/1957
10/03/1942
03/07/1935
12/02/1931
03/02/1933
12/06/1957
12/11/1965
02/01/1936
10/06/1948
11/08/1936
06/05/1947
06/05/1933
04/01/1949

02/09/1939
04/07/1944

DEMO Association 3
DEMO Association 3
DEMO Association 3
DEMO Association 3
DEMO Association 3
DEMO Association 3
DEMO Association 3
DEMO Association 3
DEMO A iation 3

AlannzhArmot@einrot.com
KiaraBreen@cuvox.de
ZoeCraviford@gustr.com
MayaChallis@dayrep.com
AlexandraDiesendorf@cuvox.de
GeorgiaEsson@cuvox.de
SeanHowell@einrot.com
BraydenHumble@dayrep.com

JettLemberg@einrot.com

DEMO Association 3
DEMO Association 3
DEMO Association 3

MadelineLavy@armyspy.com
LoganMartindale@rhyta,com
ChelseaMathias@rhyta.com

DEMO Association 3
DEMO Association 3

ZacNobelius@einrot.com

DEMO Association 3

DEMO Association 1
DEMO Association 1
DEMO Association 1
DEMO Association 1
DEMO Association 1
DEMO Association 1
DEMO A: iation 1

IsabelSteigrad@fleckens, hu
AngusYates@teleworm.us

AlanaCox@superrito.com
DeclanDobell@jourrapide.com
KaitlynGoldie@rhyta.com
CharliKitchen@dayrep.com
SiennaKotai@cuvox.de
KobyLeichhardt@jourrapide.com

DEMO Association 1
DEMO Association 1

DEMO A iation 1 M

EmilyMcClelland@chyta.com
KobyMelrose@rhyta.com

Hal, A fa b "

DEMO A iation 1

nito.com

FEUP

DakotaRovetond It

DEMO Association 1
DEMO Association 1

DEMO Association 1
DEMO Association 1

MitchellScutt@armyspy.com
TaylahStokes@fleckens.hu

HarrisonBaskerville@dayrep.com
ZaneBlakeney@armyspy.com

Season Member Record Type

Product

2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters

2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 b s
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters
2014/15 |Masters

2014/15 |Masters
2014/15 |Masters

Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters

Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters
Masters-Masters

Masters-Masters
Masters-Masters

We can now see 79 Records.

All the members are Masters registered.

Everyone is sorted into clubs.

Save the report by clicking SAVE.
Type in the report name and click SAVE again.

Saved Reports

Basic Member Rep

- I
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Some key things to note with regards reporting

. At State Level — The Clearance Below Report will show all Clearances and Permits in your state.
The Clearance report only shows you permits and clearances that have required state action.

. When running a Member report, you need to ensure you have First Name, Family
Name, Date of Birth, Association Name and Club name as a minimum.

If you are running this report at an Association level, you will not need the Association name.

If you are running this report at a Club level, you will not need the Association or Club names.

. When running a member report, it will show you ALL members that participate in your club. This
is all members who have joined your club AND all members who are at your club on permit.
If you are after a list of member who have joined your club, make sure that you include the field
On Permit to Club found in the Affiliations Group, and you can filter on this field.

. Some reports list Family Name and others Surname. Both return the same field information.

. Once you have created a report that you are happy with, Save it. You can always edit the report
later on to improve it.

. Reminder — the Sort function in the reporting is very handy. Use it to sort and group the data in a
way that makes it easier for you to interpret.

. You can always email the report and open it in Excel to do further enhanced analysis or even
graphing for annual reports.

You can send the report either as a Tab Delimited file or a CSV file.

. When building a report, always run it to Display to check that what you are doing is creating what
you are after. You can always close the displayed report and make amendments to the report
you are creating

. The logo that will appear at the top of the report reflects the level you are logged in at.
ie, If  am logged in at State level, but have gone down to a club and run a report from there, | will
still see my State Logo appearing at the top of the screen.

. Transactional reports work best when you are taking payments online. In this report, you can set
it up to show what has been purchased, the banking transaction reference number, and what you
have received from the bank.

. If you have regular correspondence with your member base, it is beneficial to setup a saved
report filtered to the specific groups you wish to contact. All you do is use this report in the
Communications tab and it will pull the latest list from the member database, taking into account
those people who have opted in for coms.
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Appendix 1

Associations

Complete list of all fields as found in the reports as at start of May 2015 at STATE Level login.

Field Group Name

Assoc Services

|Contacts

Authorisation

Details
Active

Website

"Role

Association Name

Venue Name

Firstname

Incorporation Number

Venue Address

Surname

Date Last S

an

Venue Address 2

Email

Address Line 1

Venue Suburb

Mabile

Address Line 2

Venue State

Competition Admin

Suburb

Venue Country

Soctal Activities

State

Email

Website and Publicity

Postal Code

Venue Latitude

Clearance and Permits

Phone
Fax

Venue Longitud

——

Sponsors and Fundraising |

M;ndw

Finance & Payments

Email
Zone Name

Tuesday
Wednesday

Legal & Contracts
Primary Contact

Local Government Area

Thursday

Show in Locator

Friday

Saturday

Sunday

Duration

Times

Visible to Public 7

Season Start Date

Postal Codes Serviced
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[lhpon Name Advanced Clearances Report

Field Group Name

Details

Clearance Ref No

National Number

First Name

Family Name

Date of Birth

Year of Birth

Saurce Association

Source Club

Destination Association

Destination Club

Clearance year

This Level's Status

Waiting at this Level?

Reason for Clearance

Additional Information

R for Denial

Overall Clearance Status

Application Date

finalised Date

Permit Type

Permit From

Permit to

|Report Name Advanced Offline Clearances Report

|Field Group Name

Details

Clearance Ref No

National Number

First Name

Family Name

Date of Birth

Source Association

Source Club

Destination Associstion

Destination Club

Clearance year

Overall Clearance Status

Application Date

|Report Name

‘Clearances Below Report

|Fleld Group Name

Detalls

Clearance Ref No

National Number

First Name

Family Name

Year of Birth

Source Association

Source Club

Destination A

Destination Club

Clearance year

This Level's Status
Waiting at this Level?

Reason for Clearance

Additional Information

Reason for Denial

QOverall Clearance Status

Application Date

Finalised Date

Permit Type

Permit From

Permit to

2015 mySoftball Community Training - Module_1_E_Reporting
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[Report Name |advanced Club__ |

Field Group Name Detalls

Club Services

Contacts

Characteristics Registration Form

Active

Vanue Name

Roles

Characterlstics Primary Reg form 1D

‘Club Name

Venue Address

‘Number of Logins

Venue Address 2

Usarname

Venue Suburb

Surname

tion Number

Venue State

PR

| {

Abbreviation

Venue Postsl code

email

Club Colours

Venue Country

Mobile

_Address Line 1

Venue Latitude

Competition Admin

Address Line 2

Venue Longitude

Sacial Activities

Suburb

Website and Publicity

State

Al nbei

Cl and Permits

[V

Spansors and Fundrals

——R

Tuesdiay
Wednesday

Finance and Payments
L-egal and Contracts

Thursday

Primary Contact

Friday

Show in Locator

Saturday

Sunday

Duration

Times

Visible to Public ?

5 Start Date

Postal Code Services

Is Primary Reg form

Reg Form ID
Ref Form Name

Reg Form Type

Is Netional Reg Form

15 Link to National Reg Form

|mm#25ed fixture |
Field Group Name |Detats

|Results

Season

Match Status

| Number of players registered in the match {Both teams)

Mumber of players registered in the match {home team)

BNumbee of players registered in the mateh {Away taam) |

Default Age Group  Suburb

b

Team 1 Won/lost

ite Grouping  State

Team 1 Score

Crder Local Government Ares

Team 2 Won/Lost
Team 2 Scoee

Resars Envtared Datutime

Map Number
Map Ref
'.V-mn Astive

Othe Fields

| Oate Created Online

Currently being defined

Fraferred Nama

Oute of Birth

Gender

D 1

Yewr of Birth
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Contact Report

Field Group Name

Details

Affiliations

Roes

Club Name

Firstname

Association Name

Surname

Zone Name

Gender

Emall

Maobile

competition Admin

Soclal Activities

Website and Publicity

Clearance and Permits

Sponsors and Fundraising

Finance and Payments

l__egal and Contract

‘Primary Contact

§Show In Locator

Contact

Colowrs

Competition

Contact 2 Emaf
\Contact 2 Phone
Contact 2 Mobfle

Contact Title _|Uniform Top Colour
___|Contact 2 Title _|Uniform Bottom Colour

\Contact 2 Kame  Uniform Numiber Colour

Afternate Uniform Top Colour
Ahemate Uniform Sottom Colour |

Contact 3 Title

Cantact 3 Name

Contact 3 Emad |

Cantact 3 Phene

Cantact 3 Mobis

Grade

Gender

Team Number in Competition |0

Default Ape Group

Team Finwrcial = G

[Crdar Toted

Manus Receipt Reference
[Bark Reference Nuvber
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‘Report Name Transections Sold
|Fimld Group Naene

P Date
Qistribution 1

Unekam Yol
Money Received after foes)
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{Emal

[Email 2

Emergancy Contact No.
E y Contact No, 2

Competition Seasons.
|Gundar

OnPermin? (fiverooly) |
Actae in Club? {filter oniy)

{Echeicity (econly)
Member Actiee? {filter any)

Maywr in Seascn? (Hter enly)

Coach in Season? {filteronly] |
Match Official i Sessan? (Biter onty)
{Date Cruated Onling [Meer cnly)

Last recoeded game [filteroaly)

tawr in Seman {fillar unky|

Personsl Detmls
Naticns! Number

Members Reports continue on next page.
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