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1. Who and what is the report for?
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Who will use the report?

e Who requested this report?

e Do they have permission to see the data?

o Individual records vs Aggregated view?
o FERPA
m https://lts.lehigh.edu/services/explanation/ferpa-lehigh

m  hitps://ras.lehigh.edu/content/ferpa-faculty
o Restrict access to a single user/office?

o User specific access?

e \Who will be using it to make decisions/to answer questions?
e How familiar are they with the data?

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

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

e What key findings are you trying to communicate?
e Do they need the report as part of a bigger process?
e Report style?

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

e \When should the report be delivered? Report frequency?
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At the end of this step you should...

e Know what metrics you should include in your report
e Know how you want to slice and dice the data
e Have an idea of the amount of details you will need to provide

e Have a first idea of what graphics you would want to include
o The type of graphic

o The number of graphics you might want to include
e Know what reporting/visualization software you would use

e Report frequency
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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.
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2. Purposefully simplify the visualizations
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Choose a chart type

Choose a chart type that serves what you are communicating:

e Change in time (increase/decrease)?

e Comparing a metric across categories?

e Progress towards a goal/target?
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Simplify your visualizations

e Remove any 3D effect
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Simplify your visualizations

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

e Remove any 3D effect
e Consider alternatives to pie charts
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Simplify your visualizations

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

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

2017 2018 2019 2016 2017

Group 5 Group 6

/\




Refine your visualizations

1- Use color with intention:

e Use color sparingly

e Purposeful color choices: move beyond software defaults
e Same color for same data field

e Keep in mind color blindness

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

e Direct labeling when possible
e Order the data in a way that serves the graph

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

gif?content-type=image %2Fqif (credit: darkhorseanalytics.com)
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Refine your visualization - Examples

Collaborative Learning
During the current school year, how often have you done the following?

Worked with other sudents on course projects or assgnments 10% 16% 45%

Prepared for exams by discussing or working through course materia
wih other students

Explained course material to one or more students 4% 29%

Asked another sudent to help you understand course maera 8% 15%

% of respondents

Never Sometimes Often WVery often
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Refine your visualization - Examples

Collaborative Learning
During the current school year, how often have you done the following?

42%
5 of respondents

m Often or Very Often Never or Sometimes

Collaborative Learning
During the current school year, how often have you done the following?

% of respondents

Never or Sometimes Often or Very Often
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Refining the report: Branding

e Lehigh branding

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

e OIRSA branding

e Other offices branding
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3. Provide context for the data and the information
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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
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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/
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4. Iterative Process
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Clean your report

Structure:

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

Visual design:

e Reduce the information on the page
e Use blank space wisely

e Remove visual noise

e Alignment of text/graphs
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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

OIRSA | % LEHIGH

Office of Institutional Research & Strategic Analytics



Examples
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Examples

1. Completions - Argos report
2. Lehigh University Art Gallery - Excel report

3. Lehigh University Art Gallery - Tableau report
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1. Completions - Argos Report

' LEH IGH Completions

I VBERSITX Provides degree completions data. )
(On top, click drop down beside "Report Options”, Select "Completions Report” to save data dump in CSV format.)

OIRSA

This data is governed by the Data Administration Policy & may contain FERPA protected information. It is for institutional reporting (at the aggregate level) use & may not be shared outside of the University when looking at individual student records.

Please Select Begin and End Date. Then click one of the options below.

Begin date: 7/1/2018 ¥
End date: 6/30/2019 Y
- e by R - e b' e . b' I

CIPC by First Major Alternate View CIPC by Second Major Alternate View Certificates

Created by ellucian Last modified on 04/30/2020
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' LE H IG H Completions

UNIFERSILTX Provides degree completions data.

(On top, click drop down beside "Report Options”, Select "Completions Report" to save data dump in CSV format.)
DIRSA
This data is governed by the Data Administration Policy & may contain FERPA protected information. It is for institutional reporting(at the aggregate level) use & may not be shared outside of the University when looking at individual student records.
By Gender By Age
Measures = Dimensions = OLAP Saved Settings £l Measures  Dimensions = OLAP Saved Settings L | 2
DEGREE TYPE | 4h Bachelors A Certification 4l Doctorate ol Masters 4 Tot DEGREE TYPE $ | Jh Bachelors b Certification 4l Doctorate At Masters 4 Total by
GENDER AGE GROUP
E [Null]
M 624 11 64 302 N 18-24 1123 17 1 250
Total by Columns 1146 21 107 538 ’7 25-39 23 3 94 247
40 and above 0 1 10 33
Total by Columns 1146 21 107 538
» »
BY Race Measures  Dimensions = OLAP Saved Settings i | 7
DEGREE TYPE $ | Jh Bachelors 2k Certification i Doctorate 2 Masters 4k Total by Rows
REPORT ETHINC...
American Indian or Alaskar| 1 0 0 0 1
Asian 106 1 0 15 121
Black or African American 33 0 1 15 49
Hispanic 108 0 1 28 136
Native Hawaiian and Other 0 0 0 1 1
Non Resident Alien 92 1 53 192 337
Race/Ethnicity unkown A2 2 22 E s =
Created by sua21é Last modified on 11/20/2019
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|Student Aggregates for Q1

|Undergraduate Level

| College

| Arts Engineering

| Arts & Sciences

|Business

|P.C.Rossin Engrg & Applied Sci

:Intercollegiate Programs

| Grand Total

I
']Breakdown by expected graduation date

2. Lehigh University Art Gallery - Excel report

Graduate Level

College

Arts & Sciences

Business

Education

P.C.Rossin Engrg & Applied Sci

Grand Total

}'Undergraduate Level

fCoIIege

Exp Graduation Date

Graduate Level

| Arts Engineering

18-MAY-20

College Exp Graduation Date

Count

|Arts Engineering

22-MAY-23

Arts & Sciences 23-MAY-22

| Arts Engineering

23-MAY-22

Arts & Sciences 18-MAY-20

| Arts Engineering Total

Arts & Sciences 24-MAY-21

| Arts & Sciences

18-MAY-20

Arts & Sciences Total

|Arts & Sciences

22-MAY-23

Business 20-MAY-24

| Arts & Sciences

23-MAY-22

Business 18-MAY-20

|Arts & Sciences

24-MAY-21

Business (blank)

|Arts & Sciences Total

Business Total

|Business

18-MAY-20

Education 18-MAY-20

|Business

19-JAN-20

Education 24-MAY-21

|Business

22-MAY-23

Education Total

|Business

23-MAY-22

P.C.Rossin Engrg & Applied Sci 20-MAY-24

|Business

24-MAY-21

P.C.Rossin Engrg & Applied Sci 18-MAY-20

|Business Total

P.C.Rossin Engrg & Applied Sci 22-MAY-23

NS N[N W]

EP.C.Rossin Engrg & Applied Sci

18-MAY-20

P.C.Rossin Engrg & Applied Sci 24-MAY-21

[
b

|P.C.Rossin Engrg & Applied Sci

19-JAN-20

P.C.Rossin Engrg & Applied Sci Total

-
©

|P.C.Rossin Engrg & Applied Sci

22-MAY-23

Grand Total

8

fP.C.Rossin Engrg & Applied Sci

23-MAY-22

|P.C.Rossin Engrg & Applied Sci

24-MAY-21

| P.C.Rossin Engrg & Applied Sci Total

Employees Aggregate for Q1

18-MAY-20

Staff-Exempt and Non exempt

Home Department

Art Galleries

Baker Institute

BUS UnderGrad Program

Communications & Public Affairs

Dean Of Students

Development and Alumni Relations

Information Management

Inst Cyber-Physcl Infrastrctr Enrgy

Research

The Pride Center

b [ e o o [N [ |

Grand Total

=
~N

Faculty

Home Department

Art, Architecture & Design

Computer Science & Engineering

Earth & Environmental Sciences

English

Sociology & Anthropology

Grand Total
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3. Lehigh University Art Gallery - Tableau report

LU Art Gallery Quarterly Dashboard

Visualizations by quarter
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LU Art Gallery Quarterly Dashboard

ome Department
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Making a request from OIRSA
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OIRSA Request Form

How can we help?
| am looking for specific data/information
| need OIRSA to verify data that | plan to submit to an exiernal organization
| need help managing/visualizing my data: Tableau consultation
| need help developing best practices related to data governance
| need help designing/analyzing a survey: Survey consultation
| want fo send a survey out to Lehigh students: Application fo Conduct Student Surveys
| need to request an electronic ballot
| have a question about course evaluations

Something else

Complete the request form at: https://oirsa.lehigh.edu/make-request
OIRSA | & LEHIGH
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https://oirsa.lehigh.edu/make-request
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27 Memorial Dr. W. 308 Alumni Memorial Building, Bethlehem PA 18015

610-758-5890
OIR@Lehigh.edu

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