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Overview

Â The Custom Reporting Tool allows users to 
generate customized reports with data from any 
of the systemôs schools.

Â Available online at: 
http://uncsparc.northcarolina.edu

Â You determine which data fields you would like 
to see, and specify which projects to include.

Â Searches can be simple or complex.

ÂReports may be viewed on-screen or 
downloaded into an Excel file.



Select óCreate Custom Reportsô from the 

Main menu.



Select the Advanced option to 

create a fully customized report (the 

other option will allow you only to 

specify a campus and date span).



Step 1: Select the institution(s) you 

wish to retrieve data about. Hold the 

óCtrlô key to choose more than one.



Step 2: Select the data elements you 

wish to include. Hold the óCtrlô key to 

choose more than one.



Selecting Data Elements to Display

ÂThe data elements that you select will be 
the column headings across the top of the 
table that your search generates.

ÂChoose as many or as few as you need ï
if searching more than one institution, be 
sure to select óUniversityô.

ÂTo choose more than one variable, hold 
the óCtrlô key as you click.



Creating the searché

ÂThe next page allows you to search the 

proposal records by virtually any of the 

data elements:

ÃYou may enter as many search criteria as 

necessary ïwe will explore more options 

later.

ÃFor a basic search example, we will use the 

Application date field to find all records with 

an application date after July 1, 2003.



First, use the pull down menu next to 

óApplication Date 1ô to select óOn or 

afterô.

Next, enter the date 

using mm/dd/yyyy

format.

Step 3: Creating 

the Search...



Finally, scroll to the bottom of the page 

and click óNext Pageô



The query you created (as the 

SPARC system understood it).

The total number of records this search query returned; only 

the first 10 are shown on this page.

This link allows you to download all 

of the records to a Text (.txt) and/or 

Excel file.


