Instructions and Tips — CHE Document Catalog — Data Document Type

General Instructions - Document Catalog

1. Please select Data and Publications at the top from the Home Page.

2. The following screen is displayed:

SOUTH CAROLINA Commission on Higher Education

Home About CHE  Meefings & Events  Data & Publicafions  Insfitutions & Educators  Students, Families & Military

Ds 5 Putiesboms

a ons
Higher Education Data From CHE's Executive Director Higher Education Publications & Reports
- Funding Information and MRR Dr. Richard C. Sutton
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Sy#iom (CHEMIS) Saan3 « Annuni Evalustion of Assocists Degres Programs
= Ensollment (FY 2000 2010)
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tis Entering Freshmen Y 2012 2013)
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{Enrolimard, Compiations, Courss, Fackiy, Faculy. SAT, and ) + Scholarship Brochure
chr‘;hw can be found by searching the CHE Document + FAGQ . Higher Eduestion in §C + Program Productivity Report (Fall 2006.2010)
+ Special Report . Retaining Graduates of 5.C Public Colleges

Heote: For fasl-tme wsers of the CHE Document Cataiog. he setings in your & Universities
e P R e g o ot o et + Summary Report on 5.C Scholarship & Grants 1983 . 2005

bumﬂll Instructions and Tips |UI Illllr‘ﬂ the CHE Document
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Saarching thb docment catalog balow.

*\ Saarch the CHE Document Catalog for Maors Dats t, §oorch the CHE Document Catalog for More
Publicatians amd Rapor

llll[ View CHE Data (Not compatible with Mobile Devices)

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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Document Type: @ All@ Data © Publication

Access & Equity

Admission Standards

Subject Categories: |Archive - Executive Director

Associate Degree Programs Evaluation
Closer Look v

m e

Date Ranges: [vear(s): To:

Key Word: Select Report Ta Year

Co | o

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.

Document Type % Al @ Data © Publication

Complations A

Caourse =
Subject Categories:

Faciitics

Facully i

Date Ranges: Fyeartsk 06 1o [013]]

Key Word:

] s

11. Select the Search button
12. A list of available reports will be displayed:
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Docsment Type # Dat

Complatizns

Course
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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:

Select The Reporting Year  *[2013 j
Select The Semester [rFa

™ spring

[~ Summer1

™ Summer i

Select all Deselect all

Cancel

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

[ Windows Intemet Explorer |5

‘What do you want to do with
EMRO052-Full+ Time + Equivalent+ (FTE) + Enrallments xlsx?

Sue 166 KB
Type Microsolt Excel 12
Fram: info.che.sc.qov

3 Open

The file wan't be saved sutomatically.
+ Save

<+ Save as

16. Once the file is saved, the screen will return to the following display:
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Windows Internet Explorer =2

£% Thewebpage you are viewing is trying to close the tab.

" Do youwant to clese this tab?

=

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

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

e Reports selected for Excel output will NOT be formatted for a page.

e Reports selected for PDF and HTML will be formatted.

e 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.

e Some reports take longer than others to execute. The following screens show how to submit

the reports for emailing the results.

Summary Headcount Enrollment by Program Code & Degree Level

Select The Reporting Year * 2713 j

8 Working.
Flease wait...

Select the Institution Type * [ 7 Public
™ Independent

Select all Deselect all

Select The CIP Program ¥ | & 2-Digit CIP Program
™ 4-Digit CIP Program
" 8-Digit CIP Program

Make Selections and then click Finish. The hour glass with working, please wait will be displayed.
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Your report is running,
8 Instead of waiting, you can select a delivery
method to run the report in the background.

Select a delivery method.

- Gancel |

Click on Select a delivery method.

‘Your report is running.

@ Instead of waiting, you can setit to run in the
background with one of the following delivery
options:

@ Save as Report Yiew
[ Email Report

Cancel

Click on Email Report.
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Spedify the recipients and contents of the email. To add redpients, dick Select the recipients or type the email addresses separated by semi-colons. To incude an HTML report as the message body, leave the
Body box empty and select the report as the only attachment.

To:
Cc
Select the recipients...  Show Bec
Subject:
Report: ENRO027-Summary Headcount Enrollment by Program Code
Body: Change to plain text »

N BEE BIUS CEEE====@-3-

cares

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

Your report is running.
8 Instead of waiting, you can select a delivery

method to run the repart in the background.
Select a delivery method.

Cancel

Click Cancel.

Windows Internet Explorer S|

@ The webpage you are wiewing is trying to close the window.

Do you want to close this window?

[ wes ]| Mo |

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

catalog.
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