Excel Reports on the University Fact Book

1) www.wwu.edu/ir

2) Hover over “Fact Book” at the top then select “Internal Reports”
3) Log in with your universal username and password

4) Select any of the first 4 reports on the left

5) Find the “—Excel Reports —“ drop down menu at the top right. Note that this dropdown menu will only appear
on the homepage. If you drill down to an individual college or department you will need to return to the

homepage showing all colleges to find the Excel Reports.
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6) Click on the report title you wish to download. Depending on your browser and settings you may see a popup

box or the download may appear at the bottom of your screen. Open the file.

7) Be sure to click the “Enable Content” button in the yellow bar at the top of the spreadsheet. This allows the file

to connect to the data live.

(06/01/2017 — NOTE: We are aware that Macs cannot currently connect to the data due to an issue with the Mac
version of Excel. We are working with ATUS and EAS to resolve the problem. In the meantime please use a PC or
contact IR at ir@wwu.edu for assistance in getting the data you need. We apologize for the inconvenience.

When the issue is resolved we will post it on the IR website at www.wwu.edu.)
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8) Use the filters at the top to help define your search. Click the filter button at the right to get a drop down menu
of options. You may need to click the “+” at the left of each option to expand to see all possible options. You
may also click the “+” to the left of College/Department names to get a list of all subgroups in that category.
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9) If you are comfortable with Pivot Tables and university data fields and would like to try answering a different
question, right click anywhere in the blue table and select “Show Field List” to see all variables that can be added
to the report. The list, and Pivot Table settings, will appear on the far right of the screen.
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10) Find a variable you want to look at and drag it down to the fields below to have it added to the pivot table. You
can also click and drag variables in the fields up into the list above to remove them from the pivot table.

11) Once you see the data displayed the way you would like, you can save the Excel file. Every time you open the file
it will connect with live data and update if new data are available. Most data in these reports is updated each
quarter at the Peak census snapshot (typically the second Friday of each term). If data is available for a term prior
to Peak it is updated each night.

Questions about Pivot Tables, requests for fields to be added, requests for additional trainings and other
data questions should be directed to the Office of Institutional Research at ir@wwu.edu. See our website at
www.wwu.edu/ir for more information.
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