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Subject: Ad Hoc Reporting

• Overview
Ad Hoc Reporting is a self-service reporting tool available to RIMS customers 
to extend reporting capabilities beyond pre-defined reports.  The RIMS Ad 
Hoc reporting solution is an outsourced 3rd party reporting server embedded 
into your RIMS environment.

• Topics for this Session
• What is ad hoc reporting?

• Secure, permission based, powerful
• Who should use ad hoc reporting?
• What can ad hoc reports accomplish?

• Simple or complex reports
• Specific to your needs
• Scheduled delivery via email (subscription action)
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Subject: Ad Hoc Reporting

• Topics for this Session (continued)
• What are the limitations of ad hoc reporting?

• Data complexity
• Data structure
• Sub-select reporting not supported

• Ad Hoc folder structure & related permissions
• Personal
• Shared
• Global

• Samples (Global folder)
• Reports vs. Dashboards

• Modifying a sample (Global) report
• Report Building Basics

• Ad Hoc Help (Logi)
• Select Template
• Select Data Source(s) – hierarchical
• Select Filter(s)
• Select Columns



4

RIMS Ad Hoc Reporting

• What is ad hoc reporting?
Ad Hoc reporting in RIMS is a self-service reporting module that allows 
customers to create custom reports, create one-time extracts or design 
dashboard views to monitor activities
• Secure – Ad Hoc is available to authenticated RIMS users only
• Permission Based – by user type or specific user
• Flexible architecture and quick responses for most reporting needs

• Who should use Ad Hoc reporting?
Ad Hoc reporting is applicable to any customer, but will be most beneficial to 
customers who:
• have a good understanding of RIMS data fields and where to find them
• are willing to invest time to learn the Ad Hoc reporting toolset
• are analytical or have experience with other report builders
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RIMS Ad Hoc Reporting

• What can ad hoc reports accomplish?
Simple reports like:
• Open orders and reviews
Complex reports like:
• Tracking past due tasks/services
• Performance monitoring of vendors or staff
Specific to your needs
• Ad Hoc allows you to set parameters, define calculations and present 

data in the way that satisfies your needs
Scheduled delivery via email
• Ad Hoc reports can be scheduled

• Indicate frequency and time
• Method of data delivery (attachment vs. inline)
• Allows any user with access to the report to subscribe to receive it
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RIMS Ad Hoc Reporting

• What are the limitations of ad hoc reporting?
Data complexity:
• Users need to know and understand RIMS and the RIMS data
Data structure:
• RIMS data is highly structured for efficiency – over 4,000 data fields in 

100s of tables
• Some data structures allow multiple sub-records which makes data 

retrieval into a flat report difficult or impossible
Sub-select reporting not supported
• Certain types of database queries can use conditional logic and the user 

of temporary tables to assemble data into an output data set;  Logi does 
not support sub-selects in the report environment.

Animated graphic elements will not be included in Export to PDF
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RIMS Ad Hoc Reporting

• Ad Hoc folder structure & related permissions
Folder structure (main tier):
• Personal Reports - accessible only to an individual user

• Rename, Edit, Delete, Copy, Move, Schedule for all reports
• Execute reports

• Shared Reports - accessible to anyone with access to Ad Hoc within your 
organization
• Rename, Edit, Delete, Copy, Move, Schedule of reports you created
• Copy or Schedule only for reports you did not create
• Execute reports

• Global Reports – accessible to all Ad Hoc reports users
• Copy only for any report in the Global folder
• Execute reports

• Additional Folders
• Sub-folder structures can be created in Personal and Shared folders 

to organize and structure your reports
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RIMS Ad Hoc Reporting

• Ad Hoc Samples (Global)
• Dashboards – comprised of a report definition file and sub-reports
• If copied to Personal or Shared, MUST copy all and must re-index sub-reports
• Activity Dashboard
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RIMS Ad Hoc Reporting

• Ad Hoc Samples (Global)
• Operations – Completed Tasks
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RIMS Ad Hoc Reporting

• Ad Hoc Samples (Global)
• Operations – Past Due – Vendor Reports
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RIMS Ad Hoc Reporting

• Ad Hoc Samples (Global)
• Operations – Pending Orders
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RIMS Ad Hoc Reporting

• Ad Hoc Samples (Global)
• Staff – Job Manager Performance – Task Equalization
• Calculate ‘normalized’ measures; factors include Loan Amt, Property Type, 

Tenancy, Status, Internal/External
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RIMS Ad Hoc Reporting

• Ad Hoc Samples (Global)
• Vendors – Vendor Scorecard Summary
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RIMS Ad Hoc Reporting

• Ad Hoc Samples (Global)
• Vendors – Vendor Utilization Summary
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RIMS Ad Hoc Reporting

• Modifying a Global Report
• Copy selected report to your Personal folder

• Copy will be the only option to you for a Global report; these reports 
are provided by ExactBid to assist you in building your own reports
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RIMS Ad Hoc Reporting

• Modifying a Global Report
• Copy selected report to your Personal folder (continued)

• You’ll be prompted to change the name, description and destination 
of the report to be copied (Personal or Shared folders)

• Make your changes / selections and click Save to copy the report
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RIMS Ad Hoc Reporting

• Modifying a Global Report
• Navigate to the folder where you copied the report and click Edit

• The report is now in edit mode and any changes desired can be 
applied, including changes to data sources, filters, selected columns 
and formatting.

• Save your changes when satisfied and run the report to verify your 
intended results.
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RIMS Ad Hoc Reporting

• Report Building Basics
• Ad Hoc Help (Logi)

• This training session and additional materials will be available by 
clicking Help on the RIMS main menu

• Additionally, when in the Ad Hoc reporting window, click the Help 
link on the ‘Reports’ header row for the page, highlighted in the 
image below
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RIMS Ad Hoc Reporting

• Report Building Basics
• Ad Hoc Help (Logi)

• The Logi Ad Hoc help content will open in a new tab or window
• The menu at the left will help you navigate through the features 

contained in the tool
• Visit the ‘Getting Started’ section at the top of the menu for a good 

orientation to Ad Hoc’s layout and basic terminology
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RIMS Ad Hoc Reporting

• Report Building Basics
• Select Template

• Click New Report (report will be created in the folder you’ve 
selected)

• Choose a template; not restrictive, just a starting point
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RIMS Ad Hoc Reporting

• Report Building Basics
• Select Data Source(s) – hierarchical

• First data source selection will filter available views to only those 
associated with that first selection.  Project Details is the TOP 
workflow-related view; good place to start
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RIMS Ad Hoc Reporting

• Report Building Basics
• Select Data Source(s) – hierarchical (continued)

• Click the ‘+’ to the left of a view to see the available fields within that 
collection.

• Magnifying glass icon shows representative data for most views.
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RIMS Ad Hoc Reporting

• Report Building Basics
• Define Filter(s)

• Reports will NOT run without one or more filters
• Use filters to limit data set and focus your results
• Filter on any field that is part of the selected views
• Operator and value options based on selected field (Column)
• Ask in Report – allows changes (prompt) at run-time
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RIMS Ad Hoc Reporting

• Report Building Basics
• Select Columns (typical Table example)

• Select or multi-select fields in the first list, then move to right list 
with provided arrows; remove a selected column the same way in 
reverse
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RIMS Ad Hoc Reporting

• Report Building Basics
• Save your report

• Once at least one column has been selected you can save your report
• Click Save or Save As from the button menu and name your report
• You may change the destination location at this time (Personal or 

Shared) including any existing sub folders previously defined.
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What’s Next? 

• Next RIMS University Session will cover Notice Management 
and will be held on Tuesday, September 26th at 4pm EDT 
(Invite coming soon) 

• If you have a suggestion for a future training topic email 
adanes@exactbid.com

• Have additional questions about Sampling? Email 
support@exactbid.com or submit a RIMS support ticket on 
our website 

mailto:adanes@exactbid.com
mailto:support@exactbid.com
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Thank You


