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Access Student Records Reports and Help 
Once you are logged in to the “remote” server an Internet Explorer window is 
displayed open to the Stony Brook University Reporting site. You will not be 
able to access any other web sites. 
 

 
 
 

 Click Student Records to access the Admissions reports 
 

 Click Support to access the help documents 
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Clicking Student Records will bring you to a “Dashboard” displaying summaries 
of certain enrollment data. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type a 
keyword 
to 
search 

reports 

Use the 
bread 
crumbs 
to “go 
back” 

You will only see the report options that 
you’ve been given access to  
 
Click an option to display a list of reports 
 
Dashboards are visual summaries of 
essential information. 
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This is the Report List page. Click an icon next to the report to open it in the 
browser. 
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Specify Report Parameters 

Some reports require that you select report parameters. 

 

 

 

 

 

 

 

 

Click the drop down 
arrow and select the 
Report Parameters  
 

Then click Apply 
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Report Filtering 

Some reports can be filtered. 
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Expand/Collapse and Drill Through 
 
This feature may be available for some reports. 
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Print Reports 
 
Even though you are connected to a “remote” server with limited resources you 
do have the ability to print to any of your network printers. 
 

 
 
To print the report click the drop down arrow 
next to Actions and choose Print. 
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Download Reports to Excel 
While connected to the “remote” server you have access to Excel 2007 and you 
can save reports to your MySBfiles folder. 
 

 

 

 

Click Actions > 
Export 
 
Choose Excel 
 
 
 
 
 
 
 
 
 

 
 
A new window opens, displaying the File Download dialog box. 

 
 
 

Click Save 
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My Documents = your MySBfiles folder!!!!! 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After saving, close the new window to return to the Stony Brook University 
Reporting site. 
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Log Off  
When you are finished working in the Stony Brook University Reporting site you 
must sign out of it and then log off of the “remote” server. 
  

 Click the drop down arrow next to Welcome (Your Name) 

 Click Sign Out 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Then click Start and choose Log Off. This will return you to your 
computer’s desktop. 

 


