Running a Section Enrollment Report Using Crystal Reports

Use the Section Enrollment Report to view the rolled sections and to check your work as you build
your course schedules. After printing the report, use it to determine which sections need to be
deleted, edited, and created.

Note: To request installation and set-up of Crystal Reports, click the Banner Username link located at the Banner
Training website (http://bannertrain.emich.edu) and enter the requested information.

1. Open Crystal Reports and double-click on the Section Enrollment Report.

2. Click on the Refresh icon in the toolbar.
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3.  The Enter Parameter Values dialog box displays. Verify that the Term field is selected in the Parameter Fields list box. If

it is not, click Term to select it.

4. Type the term code you want to work with in the Discrete Value field.

Term Field

Discrete Value Field:

Term codes are based on the academic

year that the semester falls under:
Winter 2003 = 200320

Spring 2003 = 200330
Summer 2003 = 200340
Fall 2003 = 200410

Term - Semester Codes:

10 - Fall 20 - Winter
30 - Spring 40 - Summer
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Enter Term Code ie: 200470 = Fall 2003
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(cont.)
5.

Click on the Department field in the Parameter Fields list box.

6. Click the Discrete Value pull-down arrow and select the department you want to work with

from the list.
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7. Click on the OK button. The Oracle ODBC Driver Content dialog box displays.

8. Type BERP in the Service Name field and press the [Tab] key on the keyboard.

9. Type the Academic Reporting Username in the User Name field and press the [Tab]

key on the keyboard.

10. Type the Academic Reporting Password in the Password field.

11. Click the OK button. The Section Enrollment Report displays.
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Note: If you have not been given the
academic reporting username and
password, click the Banner Username link
located at the Banner Training website
(http://bannertrain.emich.edu) and enter
the requested information.
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12. Click one of the page icons on the navigation bar to navigate to different pages in the

Section Enrollment Report.

Note: If you click the OK button in the Enter Parameter Values dialog box prior to entering the parameters,
you may be accessing the wrong department. Click the Stop Query icon on the navigation bar to return to the
Enter Parameter Values dialog box.
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13. Click the Print icon on the toolbar to print the Section Enrollment Report.



