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Tips and Tricks



1. Who and what is the report for?



Who will use the report?

● Who requested this report?

● Do they have permission to see the data? 
○ Individual records vs Aggregated view?
○ FERPA 

■ https://lts.lehigh.edu/services/explanation/ferpa-lehigh
■ https://ras.lehigh.edu/content/ferpa-faculty

○ Restrict access to a single user/office?
○ User specific access? 

● Who will be using it to make decisions/to answer questions?

● How familiar are they with the data? 

● Is it possible that the report will be shared outside of the requester group? 
(Other offices? Outside of Lehigh?)

https://lts.lehigh.edu/services/explanation/ferpa-lehigh
https://ras.lehigh.edu/content/ferpa-faculty


What is the goal of the report?

● What information is the client requesting? What decision(s) is it supporting? 
What is its intended use?

● What key findings are you trying to communicate?

● Do they need the report as part of a bigger process?

● Report style?

● Do you need to visualize the data? Visually representing your data can help 
users process complex information much easier. 

● When should the report be delivered? Report frequency?



At the end of this step you should...

● Know what metrics you should include in your report

● Know how you want to slice and dice the data

● Have an idea of the amount of details you will need to provide

● Have a first idea of what graphics you would want to include

○ The type of graphic

○ The number of graphics you might want to include

● Know what reporting/visualization software you would use

● Report frequency



Categories of reports

Ad hoc reports - Ad hoc request (not recurring), quick turnover.Often created in 
Excel.

Transactional reports - Recurring request, where the purpose is to extract 
operational data (i.e. Banner) but not for analysis purposes.Often created in 
Argos.

Analytical reports - Recurring request, where the purpose is for analysis of the 
data, and where visualizations need to be created. Often created in Tableau, 
Excel. 



2. Purposefully simplify the visualizations



Choose a chart type

Choose a chart type that serves what you are communicating:

● Change in time (increase/decrease)?

● Comparing a metric across categories?

● Progress towards a goal/target?





Simplify your visualizations

● Remove any 3D effect



Simplify your visualizations

Make sure the graph type is as easy to read as possible:

● Remove any 3D effect
● Consider alternatives to pie charts



Simplify your visualizations

Make sure the graph type is as easy to read as possible:

● Remove any 3D effect
● Consider alternatives to pie charts
● Is the graph going to be too crowded?



Refine your visualizations

1- Use color with intention:

● Use color sparingly
● Purposeful color choices: move beyond software defaults
● Same color for same data field
● Keep in mind color blindness

2- Visually highlight the key findings: use annotations and color to your advantage.

3- Further improvements:

● Direct labeling when possible
● Order the data in a way that serves the graph
● Remove visual noise: 

https://images.squarespace-cdn.com/content/56713bf4dc5cb41142f28d1f/1450306653111-70K5IT30R69NWPDIE1ZJ/data-ink.

gif?content-type=image%2Fgif (credit: darkhorseanalytics.com)

https://images.squarespace-cdn.com/content/56713bf4dc5cb41142f28d1f/1450306653111-70K5IT30R69NWPDIE1ZJ/data-ink.gif?content-type=image%2Fgif
https://images.squarespace-cdn.com/content/56713bf4dc5cb41142f28d1f/1450306653111-70K5IT30R69NWPDIE1ZJ/data-ink.gif?content-type=image%2Fgif


Refine your visualization - Examples



Refine your visualization - Examples



Refining the report: Branding

● Lehigh branding
○ https://www1.lehigh.edu/communications/assets-resources

○ https://www.lehigh.edu/~inis/sdownloads/Lehigh-Brand-Visual-Guide.pdf

● OIRSA branding

● Other offices branding

https://www1.lehigh.edu/communications/assets-resources
https://www.lehigh.edu/~inis/sdownloads/Lehigh-Brand-Visual-Guide.pdf


3. Provide context for the data and the information



Provide context for the information

- For all graphics (including tables)

- Descriptive title
- Descriptive subtitle 
- Descriptive axis labels

- Add text to add useful information about what is being represented

- Summarised descriptions help users better understand the report



Provide context for the data

- List the data source(s). Where was the data extracted from?

- Date of data extraction/collection?

- Provide data definitions where necessary

- Consult Lehigh’s Data Cookbook: https://lehigh.datacookbook.com/

https://lehigh.datacookbook.com/


4. Iterative Process



Clean your report

Structure:

● Tell a story with the data
● Consider the visual hierarchy of the report

Visual design:

● Reduce the information on the page
● Use blank space wisely
● Remove visual noise
● Alignment of text/graphs



Get feedback on the report

- Have a coworker test out the report:

- How quickly do they understand what is being represented, and the key findings? 

- If the report is interactive, how clear is this interaction?

- Are they being naturally guided through the report?

- What suggestions would they have to make the report better, and the data clearer?

- Get feedback from the requester



Examples



Examples

1. Completions - Argos report

2. Lehigh University Art Gallery - Excel report 

3. Lehigh University Art Gallery - Tableau report



1. Completions - Argos Report

  





2. Lehigh University Art Gallery - Excel report 





3. Lehigh University Art Gallery - Tableau report





Making a request from OIRSA

Complete the request form at: https://oirsa.lehigh.edu/make-request 

https://oirsa.lehigh.edu/make-request


27 Memorial Dr. W. 308 Alumni Memorial Building, Bethlehem PA 18015

610-758-5890
OIR@Lehigh.edu 

https://oirsa.lehigh.edu/contact-us

mailto:oir@lehigh.edu
https://oirsa.lehigh.edu/contact-us


Questions?


