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Report Builder: 
User Guide 

 
A new Report Builder Module is being developed that provides a simple, intuitive 
method of creating custom reports in the HCCRC Scheduling System. This guide will 
provide an overview of how to navigate and use the Report Builder. 
 
Please note that a separate data guide is also available for the data structure of reports 
and best practices on how to build reports.  
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1. Navigating to the Report Builder 

 

After logging into the Scheduler System, click on the Report Builder module. 
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Click on an available report type. The example below shows selection of the 

Scheduled Visit Data report type. 
 

 
 

2. Select a Date Parameter 

 

The Scheduled Visit Data report type pulls scheduled visit records from a user-

defined date range. The date range parameter is required for this report type and is 

based on the Visit Scheduled Start and End Time. All visits that have either their 

Visit Scheduled Start Time or Visit Scheduled End Time within the user-defined 

date range will be captured in the dataset. 
 

The default date range is the complete month previous from the current date. For 

example, if the current date is October 5th, the default date range will be September 

1st – September 30th.  

 

To select a new date, click on the calendar icon next to the date field to display the 

date picker. Then click on a desired date box within the date picker. 
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NOTE: Users can also select new dates by deleting the date in the date entry field 

and typing in a desired date in MM/DD/YYYY format. 
 

3. Field Categories 

 

The Scheduled Visit Data report type organizes fields into 9 different Field 

Categories.  
 

These categories include: 

• Study Information 

• Study Staff 

• Study Funding Source 

• Visit Information 

• Scheduled Visit 

• Subject 

• Resource Information 

• Scheduled Resource Activities 

• Template Resource Activities 
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4. Selecting Fields for a Report 

 

Within each category are fields that users can select to include in the 

generated report. 

To select a desired field, simply click on the field name. This will 

highlight the field (in light grey) to indicate the field has been selected. 

In the right image below, Local ID has been selected. 

  
 

 

To de-select fields, users can click on the highlighted field name and 

the field will once again show without a highlight. 
 

To select fields from Study Staff or Study Funding Source, users must 

first click on the desired Study Staff member or Funding Source number 

within the respective field category. This action will display a fly-out 

from which users can select their desired fields. In the example below, 

Principal Investigator has been selected to open the pop-up window of 

Study Staff fields. To close this window, simply click on the close icon 

in the top right corner or click anywhere outside of the field box. 
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When opening the Scheduled Visit Data report type, a default group of 

fields from different categories have been pre-selected. If users wish to 

build a report from scratch, they can click on the “Clear All Fields” link 

found on the top section of the screen.  

 

NOTE: To select the default list of selected fields again, users can re-

click on the radio button next to Scheduled Visit Data. 
 

 
 

5. Filtering and Sorting 

 

Once a user selects a report type and selects at least one sortable field, the filtering 

and sorting functionality will be available to the user. The purposes of this 

functionality are for users to be able to narrow down the results set prior to 

exporting the report and also for users to save (via My Saved Reports) specific 

sort/filter settings that they run on a recurring basis. 

 

 

Not all fields are currently available for pre-export sorting and filtering. However, 

you can still choose to include the full data set for the export and sort/filter within 

the export (e.g. in Excel). 

 

 

 

 

mailto:support@harvardcatalyst.zendesk.com


Scheduler Report Builder User Guide   Version:  4.0.0 

 

 

 
Questions? Please reach out to the HCCRC  
Scheduler Support Team help desk - harvardcatalyst.zendesk.com 
email - support@harvardcatalyst.zendesk.com 

Updated 11/20/2019 

 

 

 
5.1 Sorting 

There are 3 sorting selection boxes to allow primary, secondary and tertiary sorting 

of a report.  The sort lists contain sortable fields chosen for the report.  Once a sort 

field is selected, Ascending and Descending radio buttons will be available for 

selecting sort order.   
 

 

 

Fields currently not supported for sorting: 

Select Report Type 

Open and select at 

least 1 sortable field 

Sorting and filtering 
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• Subject fields that are encrypted in the database (personally identifiable 

information) 

• Long text fields (e.g. Study Abstract, Comment fields) 

• Calculated fields (e.g. # Overnights, First Scheduled Visit Date, Most Recent 
Scheduled Visit Date) 

 

 

 

5.2 Filtering 

The system provides filtering capabilities on up to 5 data fields in a report.  Each 

filter list contains filterable fields for user selection.  Once selected, appropriate 

filter parameter selection boxes will be displayed to the right of the corresponding 

filter choice.   
 

The filter parameter selection boxes correspond to the type of filter.  They can be 

in the format of multi-select drop down lists, data ranges and data entry boxes.  

Once valid parameters are entered, the filter(s) will apply to the report accordingly.   
 

Filter options vary depending on the field/data type. 

• Long text fields (Study Abstract, Comment fields) 

o Includes, Does Not Include (filters for if the entry has a value for 

those fields or not) 

• Shorter text fields (e.g. Local ID) 

o Auto-suggest, begin typing and select suggested options 

• Set list of values (e.g. Study Status) 

o Multi-select dropdown 

• Dates and Numbers 

o Range 

Available sort fields 
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Fields currently not supported for filtering: 

• Subject fields that are encrypted in the database (personally identifiable 

information) 

• Calculated fields (e.g. # Overnights, First Scheduled Visit Date, Most 

Recent Scheduled Visit Date) 
 

 
 

 

 

6. Exporting the Scheduled Visit Data Report 

7. After selecting the desired date parameter and fields, and applying any 
desired filtering and sorting, users can download the dataset by clicking on 

Selections based on filtering 
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the “Export to CSV” icon. 

 
 

NOTE: The dataset will download to the folder specified in your 

browser’s download destination. Download times will depend on the 

amount of data in the results set (e.g. a longer date range and more 

fields may generate larger amounts of data). Typically, a month range 

will take a few seconds while a complete year will take a few 

minutes. 
 

The dataset fields (columns) will have a default order list similar to the 

order of field categories listing in Section 2.3 when users open the 

dataset in a spreadsheet application (ex. Microsoft Excel). 
 

NOTE: There are a few exceptions to the dataset order. Fields 

pertaining to date and time values will display start time fields before 

the paired end time fields. Fields pertaining to resource intensity 

(Nursing Level, Nutrition Level, Processing Level and Setup Level) 

will be grouped together. Fields pertaining to names will order first by 

the Last Name column, then the First Name column. 
 

8. My Saved Reports 

 

The My Saved Reports feature of the application allows users to save any 

reports for future use.  This feature allows each user to access previously saved 

reports without having to generate and select the parameters again.   
 

When there is no previously saved report, the My Saved Reports section of the 

application is empty:  
 

Export to Excel 
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A user is required to select a report type and select at least one report parameter in 

order to save any report.  Once the desired report type and parameters are chosen, 

click the “Save” button to save the report.  

 

Top of page: 

 
 

Bottom of page: 

 
 

A pop-up window will appear for entering a name for the report to be saved.  Note 

that a name is required in order for a report to be saved.  
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Once a report is saved, it is accessible from the My Saved Reports section.  

Selecting a previously saved report in this section will generate fresh report data 

based on the previously saved parameters.   
 

 

 

9. Modifying a saved report: 

 

If you make any changes to your saved report that you would like to save, click the 

“Save” button after making those changes. If you would like to preserve your 

original saved report, but use it as a template for a different report, click the “Save 

as New” button to save a copy.  
 

A saved report can be deleted by clicking the “trash can” icon.  A system 

confirmation will be displayed.  Once confirmed, the report is deleted.   
 

The system displays information on a saved report upon a user clicking the 

“information” icon.  The information displayed includes the original report type 

and last saved date/time.  
 

 
 

 

Saved report(s) available 

Information 

Trash 

Saved report(s) can be saved as a new report with 

a new name or be re-saved with the existing name 
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