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General Instructions - Document Catalog 

1. Please select Data and Publications at the top from the Home Page. 
2. The following screen is displayed: 

 

 

3. On the left hand-side, there is a section titled: 

Additional Higher Education Data to include (Enrollment, Completions, Course, Facility, Faculty, SAT & 
Scholarships) can be found by searching the CHE Document Catalog 

4. Before using the document catalog for the first time, please follow the instructions for 
customizing your browser:  Click here.   If the browser is not customized, results may not be 
returned from a report selection. 

5. Then click on Search the CHE Document Catalog for More Data 
6. The screen that is displayed will allow various subject categories to be searched. 
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http://www.che.sc.gov/CHE_Docs/Data%20Warehouse/Browser-Windows%20Settings.pdf
http://www.che.sc.gov/DataPublications/SearchtheCHEDocumentCatalog.aspx
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7.  Click on Document type for Data 
8. Then select the subject category:   
9. For Date Ranges:  check the year(s) and in the drop down boxes select the year that is of 

interest.   
a. For completions data, this is the fiscal year.  For example, for fiscal year 2012-2013, also 

identified as FY13, select 2013 in both drop-down boxes. 
b. For other components, select the calendar year that is of interest. 

10. If a particular topic is of interest, such as FTE, then enter in the key word selection.  If the key 
word is left blank, and from - to years are the same, then a listing will be produced of all 
available reports for the selected subject category. 

 

11. Select the Search button 
12. A list of available reports will be displayed: 
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13. Under the report type column, select excel,  pdf,  or html to produce the desired outcome type. 
14. Reports that have additional selection parameters will process and a screen, such as the one 

below will be displayed for further action: 

 

15. If there are no additional selection parameters, a screen such as the one below will be displayed 
for opening or saving the file: 

 

 

16. Once the file is saved, the screen will return to the following display: 
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The webpage you are viewing is trying to close.  Do you want to close this tab?  

17. Please click on Yes if you would like to run other reports.  You will then be returned to the 
screen displayed on #11. 

18. Clicking on No will return a blank screen. 
19. Close the screen by clicking on the upper right-hand corner. 
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Tips for Data Catalog usage 

 

• Unfamiliar with the data report needed:  select, for example Enrollment, select Year and in from 
– to fields, enter the same year.  All enrollment reports will then be displayed. 

• Reports selected for Excel output will NOT be formatted for a page. 
• Reports selected for PDF and HTML will be formatted. 
• When selecting completions reports, from – to years are for the fiscal year.  For example, FY 12-

13 would be entered on the catalog selection as from year 2013 to year 2013. 
• Some reports take longer than others to execute.  The following screens show how to submit 

the reports for emailing the results. 

 

Make Selections and then click Finish.  The hour glass with working, please wait will be displayed. 
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Click on Select a delivery method. 

 

Click on Email Report. 

Page 6 of 7 
 



Instructions and Tips – CHE Document Catalog – Data Document Type 
 

 

Enter email address on the To Line and then click OK. 

 

 

Click Cancel.  

 

Answer Yes to close Window.  The page will then be returned to the individual reports in the data 
catalog. 
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