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Basic Navigation 
Home > Campus Community > USM Campus Community > Reporting > Student 
Data Report 
 

Key Information 
1. The tables that populate the Student Data Report are backed up nightly.  

Therefore, the data returned reports is only as good as yesterday’s 
information.  Changes in the student data made today will appear on 
tomorrow’s report 

 
2. The run control created for the Student Data Report will be save for the 

future, so we recommend that you begin the run control id with “SDR_”.  For 
example:  “SDR_MBA_Grads_30GPA” 

 
3. The student data that is stored is from 3 terms prior and 3 future terms to 

the date of the run. 
 

4. Fields names EMPLID and USM_NAME should always be included on the 
report.  USM_NAME will allow for an easy merge into MicroSoft products. 

 
5. The student data report prints landscape and will be approximately 8-10 

columns (fields). 
 

6. FERPA rules and regulations – For any report that is run for printed form or 
electronic form, the FERPA flag should be indicated if the report is used for 
distribution for marketing purposes either internally or externally.  If the 
FERPA flag is marked with a Y (yes), then the student’s information must 
NOT be released.  Please contact the Registrar’s Office for more info.   
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Step 1:   Run Control  ID 
FIRST TIME ONLY: 
 

1. Click on the  tab.   
 

2. Run Control ID:  Enter a “title” for this process. 
NOTE:  Run Control ID’s cannot contain spaces. 

 

3. Click on the  button. 
 

  
 
RETURN VISITS: 

1. On returning here, you can use the  tab. 
 
2. Enter the process title you entered (or a portion of the title). 

 

3. Click on the  button. 
 
4. It will display in the Search Results area.  Simply, click on it and continue 

the process. 
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Step 2:  Enter Info 
1. Report Title:   Enter the report name you would like to appear  

at the top of your printed report.  Limit:  30 
characters. 

 
2. Address Type to Report: 

Home: Pulls the home address.  If home address does 
not exist, nothing appears. 

Campus: Pulls the campus address.  If a campus address 
is not on file, it will pull the home address. 

Degree: Pulls degree address.  If degree address does not 
exist, nothing appears. 

None: No address will appear. 
 

3. Term:    Enter the term code.  Report will display info for  
3 past terms and 3 future terms. 

 
4. File Name:   Enter a file name that will be used with moving  

your report into Microsoft Excel.   
 
NOTE:  Do NOT use special characters, 
especially periods!!! 

 
5. Field Name:   Select appropriate field name by using the   

search.   
 
NOTE 1:  This will form the columns going 
across the top of your report. 
 
NOTE 2:  The order you list the field names 
dictates the column order on your report. 

 
6. Include on Report:  Check this box if you want to see the info for this  

field on your report. 
 
NOTE:  If you check off the box, the info will still 
populate, but it will not appear on the report 
under a header. 

 
7. Sort Order (1,2 or 3):  Optional.  This allows you to sort the information  

down the left-hand side of the report, such as 
sorting the report starting with the highest GPA 
down to the lowest.   

 
NOTE:  If you do not include sort order, it will be 
sorted by Empl ID. 

 
8. Operator:   Use if you want to limit the results displayed on  

your report based on this field name, such as 
limiting it to certain majors. 
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Choose the appropriate value using the  
search. 

 
9. Value:    Enter value that coincides with the operator type  

that was selected. 
 
Example:  Operator = Acad Prog 
        Value = UENG 

 
10. Click on the  button (the one beside the “Sort Order”) until all field names 

have been entered. 
 
Helpful Hints: 

a. Always include the field names, ÒEMPLIDÓ and ÒUSM_NAME.Ó   
b. Click  to review and modify (as needed)  fie ld names, operators, values, 

and sort order of data before running the report.  
 

11. Click on the  button. 
 

NOTE:  A warning message will be issued if there are too many field names 
(columns) for the report to print on one sheet of paper (landscape).  In this case, 
you would need to delete a field until it will allow you to save.   
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Step 3:  Run the report 

1. Click on the  button. 
 

 
 

2. Server Name:   Select “PSUNX.” 
 
3. Type:    Select “Web.” 

 
4. Format:     Select “PDF.” 

 

5. Click the  button. 
 

 
 

6. Click on the  link. 
 

 
7. Click on the  button until you see “Posted” in the Status column. 
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NOTE:  This may take several clicks. 
 
8. Under the “Description” column, click on the  link associated 

with your report once status is “Posted.” 
 

 
 

9. A new window will appear. 
 

NOTE:  Turn off all pop-up blockers!!!! 
 

10. Use the “zoom” feature to enlarge the view. 
 

11. Use the  button to print. 
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Step 4:  Convert to MS Excel  (Optional) 
1. Click on the  link to the right of the “Posted.” 

 

 
 

2. Hover your mouse over the .DAT file and RIGHT-CLICK!!! 
 
3. Click on “Save Target As…” 

 

 
 
 

4. Select where you would like your report to be saved. 
 
5. File name:   This name is how you search for it on your  

computer. 
 

6. Click on the  button. 
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7. Click on the  button. 
 

 
 

8. Open up MS Excel. 
 
9. Locate the file that you saved. 

 
10. Files of type:   Select “All Files.” 

 

11. Click the  button 
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12. Click the “Delimited” radio button. 
 

13. Click on the  button. 
 

  
 

14. Click on the “Comma” box. 
 

15. Click on the  button. 
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16. Click on the  button. 
 

  
 

17. You should see your report in MS Excel. 
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Field Names and Descriptions 
ACADEMIC LOAD  Full-time, Half-time, Three-quarters 
ACAD CAREER  UGRD, GRAD 
ACAD LEVEL BOT  10 (Freshman) 20 (Sophomore) 30 (Juniors) 40 (Seniors) 
GR (Graduate) 
ACAD ORG               College or department values (refer to Docushare for valid 
values) 
ACAD PROG              Program codes Example: UCJ for Undergraduate Criminal               
               Justice; GCJ for Graduate Criminal Justice 
ACAD STNDING ACTN PRO (probation) PRC (probation-continued) Sus                     
(suspension)                            (suspension) 
ADMIT TERM  The term the student was admitted to USM, Example: 4045 
ADMIT TYPE  NEW (freshmen) TRN (transfer) FTR (freshmen transfer) 
BIRTHDATE              Student's birthdate 
CAMPUS   HBG (Hattiesburg) USMGC (Gulf Coast) 
CUM GPA   USM Cumulative GPA 
CUR GPA   Term GPA for term selected 
EMPLID   Student's ID 
ETHNIC GROUP  1 (white) 2 (black) 3 (Hispanic) 4 (Asian/Pacific Islander)  
               5 (American Indian/Alaskan Native) 
EXP GRAD TERM  Term the student has selected to graduate 
FERPA   Flag which states the student's name and address MAY   
NOT be released                     NOT be released 
FIRST NAME              Suggest using USM_NAME 
LAST NAME 
MIDDLE NAME  
PROG ACTION  Action code on Student program/plan page (refer to   
Docushare for values)             Docushare for values) 
REQ TERM              Student's catalog year for academic requirements 
RESIDENCY MS residency; NORES non-MS residency 
SCORE   Composite ACT or SAT score 
SEX               Gender for student 
STDNT GROUP  Student group assigned to a student 
STRM               Student's term for selection 
TEST ID   Identifies Composite score for appropriate test (ACT or 
SAT) 
TOT CUMULATIVE  Total hours completed at USM, transfer, or test credit 
USM ADVISOR NAME Faculty or staff advisor assigned to student 
USM CAMP ADDR1  Suggest using when ONLY campus address is desired 
USM CAMP ADDR2  Used for Apartment number on address 
USM CAMP CITY 
USM CAMP PHONE 
USM CAMP STATE 
USM CITIZEN STATUS Alien-Temp, Alien-Perm, Native, Naturalized 
USM COLLEGE  Arts & Let, BusEcoDev, Ed/Psy, Health, Science 
USM CURR ENROL HRS Hours enrolled in for term selected 
USM DEGR ADDR1  Degree address for after graduation 



SOAR 8.9  Student Data Report 

9/22/2008 Produced by Southern Miss Learning Enhancement Center  12 

USM DEGR ADDR2  Used for Apartment number on degree address 
USM DEGR CITY 
USM DEGR POSTAL 
USM DEGR STATE 
USM EARNED HRS  Total hours earned at USM only 
USM EMAIL ADDR              StudentÕs USM e-mail address  
USM EXT CREDIT  Total hours transferred and test credits 
USM HOME ADDR1  Home address given for student 
USM HOME ADDR2  Used for Apartment number on home address 
USM HOME CITY   
USM HOME PHONE 
USM HOME POSTAL          Suggest using when selecting student's from certain zip 
codes                                      codes 
USM HOME STATE  Suggest using when selecting student's from certain states 
USM MAJOR             Academic Plan code of major (refer to Docushare for valid 
values)                                   values) 
USM MINOR             Academic Plan code of minor (refer to Docushare for valid      
values)                                    values) 
USM NAME              Last name, First name, Middle Name (30 character limit) 
USM TRANS HRS  Total hours transferred 
 


