
MyReports Training 
With Student Data



Objectives:

In this session, you will:

 Learn how to gain access to MyReports
 Perform and execute published reports
 Run advanced functionalities in 

MyReports.



 Go to: http://my.unm.edu and log in with your NetID

How to get access to MyReports?

http://my.unm.edu/


 BAR stands for Banner Authorization Request

MyReports Request in Banner:
 In Employee tab under Banner Resources select BAR



BAR Roles for MyReports Users:

 MyReports Viewers (MyReports User) – Can 
only view and run the reports available in the folder 
given permission to.

 Power Users (MyReports Writer) – Can create 
and modify reports as per requirement in the folder 
given access to. You do not need viewer access if you 
are approved for power user.

 Request  for your Departments Writer or 
User Role. For more information Go to 
https://myreportsinfo.unm.edu

https://myreportsinfo.unm.edu/


VPN Access (only necessary from non-
UNM network) :

 In times when employee 
needs external access for 
reporting purpose like 
working from home or 
attending conferences 
access VPN through 
http://vpn.unm.edu

 Before accessing the website ensure to request for a 
VPN account from UNM IT or Local IT as per department 
norm.

http://vpn.unm.edu/


VPN Access or Wireless Network 
(only necessary from non-Ethernet network) :
 When signing into the VPN you should see the images 

below.



MyReports Portal:
 After your BAR request is approved in http://my.unm.edu

under Reporting click MyReports.  

http://my.unm.edu/


MyReports Portal:
 Log in with your NetID



MyReports Portal:
 Click on Helpful Links to get support.

 Use it as an additional resource.



MyReports Portal:

 After Logging in click 
the Student tab as 
shown in the figure.

 Under Student you can 
see all the folders and 
its contents  you have 
access as per your Bar 
Role.



 To Run a report select 
the report and double 
click on the file.

 You can also run the 
file by Right clicking on 
the report and 
selecting “View”.

Running a Report:



Running a Report:
 A webpage with the report opens as given below.

 Select the Semester, Campus/Campuses & Status as per 
requirement and output format of the report.



Running a Report:
 If you want to get details or sublevels of a report click ‘Run 

Detail’ else click ‘Run Summary’ to get a Overall report.

 To use the report future reference with customized selection 
click ‘Save Selections’.



Running a Report (Output Formats):
 There are four output formats 

as shown beside.

 Select HTML output to just 
view the report as below.



Running a Report (Output Formats):
 Select Excel output if you want 

to view the report in Excel and 
do further Analysis.

 It will automatically download a 
file as given below.



Running a Report (Output Formats):
 Select PDF output if you want to 

distribute PDF of the report.

 It will automatically download a 
file as given below.



Running a Report (Output Formats):
 Select Active HTML if you want 

to do further analysis like 
highlighting, creating graphs, 
pivot, filter, calculations etc.



Running a Report (Active HTML):
 To do further Analysis using the Active HTML features 

Click on the down arrows given on the right side of the 
attribute required for analysis and you will see a list of 
options that can be done with the report output.

 To simply visualize the data on the page select 
visualization.

 To highlight record click on the record and select Appropreate
highlight option.

 There are other options to such as sorting, filtering, showing 
required number of records, adding comments, Exporting the 
report, printing the report .



Running a Report (Active HTML):
 To create a chart click on the chart option -> Type of chart 

required -> Other attributes required.

 Click the arrow beside ‘Course count’ select -> chart -> 
Pie -> Course Level.

 Given is the resultant Pie 
Chart of Number of courses 
offered per level in Main 
Campus.

 There are advanced options 
given on the bar above the 
report to change chart type or 
add more conditions.



Student Reports:



Questions?
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