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How to Create a Favorite Link to a Report

The following steps show how to make a report a “Favorite”, thus having it appear in
CalCentral, on the My Dashboard’s Advising Resources section:

1. When you have a

report open in [} UC Berkeley StudentIn' % ¥ [3 https://beswebgatis.be: 3§ ] Inbox (164) - jguastay
HTML, the official C ff & https://bcswebqat.is.berkeley.edu/psc/besqat_3
report name Is 2 (NI P ICTES VNG Schedule: Reserve Capacities
displayed at the top, : i
left of the page. Term *: Q
Subject*: Q
Catalog Nbr:
2. Click and drag Section:
through the report Rq Group: Q
name to select it. Institution:  |UCBD1 | @
Using Ctrl-C View Results
E\'(/IVin(;OWS) O_I’ Cmd'C Term Subject Caﬁ%lrog Section Component Chl‘li:jsrs E?‘fe:c?:ﬁg g:fe Hesg;\;fap
ac), copy it.
. 3.
3. .Click the report - -

bI’OWSGI’ WindOW’S ' [7] UC Berkeley StudentIn' ¢ [ [* https://beswebgat.is.be [+ Inbox (164) - jguastavi
Close icon, to close C f & https://bcswebgat.is.berkeley.edu/psc/besqat_3)
the report window. UCCS_R_SCHD_RESERVE_CAP - Schedule: Reserve Capacities

Term *: Q

Subject*: Q

Catalog Nbr;

Section:

Rq Group: (&}

Institution:  |UCBOD1 |G

View Results

. Catalog - Class Reserve Cap Reserve Cap
Term Subject Nbr Section Component Nbr Effective Date Seats
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4. In the Query Viewer
section of the
Reporting Center,
click in the Query
Name begins with text
box, and paste the

Query Viewer

Query Viewer

4.

- I UCCS_R_SCHD_RESERVE_CAP I
Sebab =

Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Name | begins with

Description | beginswith v

query name. (CtrI-V Uses Record Name |Deginswith v
for Windows, Cmd-V
for Mac)
5. Click the Search Query Viewer
bUtton . Enter any information you have and click Search. Leave fields blank for a list of all values.
Query Name [beginswith v UCCS_R_SCHD_RESERVE_CAP

Description | beginswith v

Uses Record Name |Deginswith v

Uses Field Name | Deginswith v
Access Group Name |beginswith v Q

Folder Name |beginswith v

Owner = r
When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE JENL_LN.

Search Clear Basic Search

5.

6. Underneath Search Gy Viower
Results, you will see Query Viewer
h . h Enter any information you have and click Search. Leave fields blank for a list of all values
a I’OW S OWII’]g t e *Search BY [Query Name v|  begins with UCCS_R_SCHD_RESERVE_CAP
query name for
which you just Search Results
h d *Folder View |~ All Folders — v
Searchea. Query Personalize | Find | View Al | 2 | [ First (40 10f1 &) Last
h. I k h Query Name Description Owner  Folder E#;‘E‘j g‘x’g‘e‘m E;"Lt” Schedule  Definitional References 200 10
ln t IS rOW' clic t e UCCS_R_SCHD_RESERVE_CAP Schedule: Reserve Capacities Public ggngé% HTML Excel XML Schedule  Lookup References J| Eavorie
Favorite link. D

6.
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7. The query will then Query Vieer
Q Vi
appear under My uery Viewsr
- . . Enter any information you have and click Search. Leave fields blank for a list of all values.
Favorite Queries in SearchBy [GEgName ¥ tegnewin
the Reporting Center
Thls may reduce the 7' My Favorite Queries Personalize | me\\ E First ‘4’ 10f1 &) Last
amount Of tlme It Query Name Description Owner  Folder Runfo Runfo RUNTO schedule Definitional References  Remove
t k t | t d UCCS_R_SCHD_RESERVE_CAP Schedule: Reserve Capacities Public  SCHD-GENERAL HTML Excel XML Schedule Lookup References =
akes 10 locate an
Clear Favorites List

run this query by
seconds, but the real
timesaver occurs
when you exit the
Reporting Center.

8. Click the Return to

CALCENTRAL
Dashboard link. 8. £LG

® Return to My Dgshboard

Reporting Center

AA Advising - & Usage Alerts

Advising

B Assigned Students/Advisors Data in Transition

It may take 30
minutes to overnight
to appear, but when
you make a query a
Favorite in the
Reporting Center, you
will thereafter see a
Favorite Reports
section under My
Dashboard’s Advising
Resources.

And in it, you will see
the query you
designated as a
Favorite.

Creating a Favorite Link to a Report

Bio Demo
=] List Students by Address Type
i s by Email Type

Enroliments by Student
=] Student Enroliment Appointment
= Current Service Indicators

While we transition from our legacy data syH
information about the data and reports featyl

Motice CC Bio/Demo Reports - 3/22/2016:
August 2016, it will only feature data for Fallj
repart{s) in Bear Facts. Bear Facts will rema
Summer 2016. We will notify you in Septem
information for all students.

Favarite Reports

Advising Resources

® Schedule: Reserve Capacities

Other

® Reporting Center

= Service Indicators
® Advising Assignments

8 Schedule of Classes - Class Search
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Support:

For questions or assistance, please contact Campus Shared Services IT:

e Call 510-664-9000 (press option 6)
e Email: sishelp@berkeley.edu
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