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REPORTS

They want them.
We make them.

Repeat.




B AY LOR ‘ Institutional Research and Testing

Institutional Research ~ Testing ~ Course Evaluations ~ Surveys ~ Contact Information ~

Welcome to Institutional Research and Testing

Welcome to the website of the Office of Institutional Research and Testing at Baylor
University. Here you can find information about Institutional Research, Testing, Course
Evaluations, and Survey Proposals at Baylor University.

The primary mission of the Office of Institutional Research is to conduct research in order to
provide information which supports institutional planning, policy formulation, decision
making, and external reporting. Our office also administers the faculty evaluations for Ba
University. We also offer various tests to enable students and members of the Waco
community to achieve academic and professional goals through various testing programs.

Please feel free to contact us if you have any questions.

Fall 2016 Facts

Baylor enrollment includes students from 50 states, the District of Columbia, and 86
foreign countries.

The student to faculty ratio is 15 to 1. The average undergraduate class size is 27.
Baylor's curriculum includes 142 baccalaureate programs, 75 master's programs, 42
doctoral programs, and the Education Specialist program.

Library holdings include approximately 2.6 million bound volumes as well as numerous
microforms, audiovisual, and electronic resources.

As of May 31, 2016, the University endowment market value was approximately $1.2
billion.

Approximately 93% of Baylor undergraduate students receive student financial assistance.
. . "o . T i n

Category

Category

Equipment

soton [
Shlrleyl .

o [
s IR

60 80 100 120 140

Count

DELIVERY MO

Severity
Month
Jan
Feb

Mar

Medium

Critical

Major

Count

2009

Cause
M Design
Equipment

Extemal

Procedure
M Training

Severity
M Citical

B Near Miss

Count

)

Category
V| (Al

V] Complaint
V] Customer
V] Divergence
V] Equipment
7] Injury

V] Security

V] Spil

V] Transport

Site
V] (Al

v| Acton

V] Bolton

V] Concord
V] Hudson
V] Lincoln
V] Maynard
V| shirey
V] Weston

Month
7] (Al
V| Jan
v| Feb
v| Mar
7] Apr
v| May
v| Jun
V| Jul
7] Aug
7] Sep
V] Oct
¥| Nov
V| Dec

Year

V| (An)
v| 2007
v| 2008
v| 2009

Status
V] (An)
| Closed
7] Open




COULD YOU JUST EMAIL IT TO ME AS
AN ATTACHMENT?
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THREE PIECES OF THE PROCESS

Contact Information Report Email

Customer Name Blejfe! Body explaining purpose
College Filtering Attachment
Department Arrangement Signature

Email Analysis

Etc.



First Name | v |Last Name |~
2 Georgia
5 Dan

Joel
Cecelia

6 |Chelsea
7 |Ed
5 |Laurie

3 |Lindsey

B

Bellerd
Berry
Billings
Brown
Cane
Carver
Freed
Garcia
Garner
Guenad
Gusukuna
Ham

College | ¥ | Department
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v |Level | ¥ |Email

ALL
GR
ALL
ALL
.GR

ALL
GR

GR

ALL
ALL
ALL

Georgia_Bellerd@baylor.edu
Dan_Berry@baylor.edu

Joel_Billings@baylor.edu [

Cecelia_Brown@baylor.edu
Chelsea_Cane@baylor.edu
Ed_Carver@baylor.edu
Laurie_Freed@baylor.edu
Tamara_Garcia@baylor.edu
Ryan_Garner@baylor.edu
Rico_Guenad@baylor.edu
Sharon_Gusukuna@paylor.ed

M arilyn_Hicks@baylor.edu
Stephanie_Hollist@baylor.edu
Charles_King@baylor.edu
Alfred_Lemon@hbaylor.edu
eri_Maize@baylor.edu
Chava_McNair@baylor.edu
Mary_Pinscher@baylor.edu

Nina_Porter@baylor.edu
Heather_Preent@baylor.edu

acob_Price@baylor.edu

Lindsey Ham@bayld________Emal |

Add our Institutional Research & Testing
(IRT) staff to the list.

Add a signature column for standard
employee email signatures.

Add report flag columns to our
contacts list.

ourse_Errors | Missing_Instructor | Records_Errors | Studer

<br> <br> <br> <br> <font color =
"009300" font face = "Californian FB"
p style = "font-size:14pt"> Jacob Price
<br> <font color = "003366" p style =
"font-size:11pt"> Institutional Research



proc import out = present.contacts_list
datafile = "k:% jacob price‘\contacts.xlsx
dbms = excel replace;
range = "contacts'";
getnames = yes;
mixed = no;

IMPORT THE LIST e

usedate = yes;

|NTO SAS scantine = yes;
run;

irst_MName ast_MName ollege | Departmen| Leve mal Ighature ourse_Errors | Missing_Instructor | Hecords_Errors | Student_Li
Marilyn Hicks S Swi ALL Marilyn_Hicks@baylor.edu Y
Stephanie Hollis NU NUR ALL  Stephanie_Hollis@baylor.edu Y
Charles King AS PSYN ALL Charles_King@baylor.edu
Alfred Lemon HN HON ALL  Alfred_Lemon(@baylor.edu
Jeri Maize L/ L&/ ALL  Jemi_Maize@baylor.edu
Chava MM air AS PHY ALL Chava_McNair@baylor.edu
Mary Pinscher BU OMBA GR Mary_Pinscher@baylor.edu
Nina Porter AS PSYN ALL  Nina_Porter@baylor.edu
Heather Preen AS ENV ALL Heather_Preen@baylor.edu

<br> <br> <br> <br> <font color =
"0039300" font face = "Californian FB"
p style = "font-size:14pt'> Jacaob Price

Jacob_Price@baylor.edu <br> <font color = "003366" p style =
"font-size:11pt"> Institutional Research
<br> Baylor University <br> One Bear
Place #97032 <br> Waco, TX

Lori Puenney Graduate Lori_Puenney@baylor.edu
School

Thomas Raker GTX Thomas_Raker@baylor.edu
Paulette Reinhaus Paulette_Reinhaus@baylor.edu
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THE MISSING INSTRUCTOR REPORT

 For this demo we wiill
be creating the
Missing Instructor
Report from an
already existing SAS
data set,
missng_instructors.

Eir YIEWTABLE: Present.Missing_instructors
SECTION_NUMBER| COLLEGE | SUBJECT | COURSE_NUMBER
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BEGINNING OUR
I\/\ACRO

First we begin our macro that we will
call reports_and_emails.

- Then we create alocal macro
variable called &missing_count.

« We use an %IF statement to move
forward if there are records in the

data set.

“macro reports and emails;

*/7

with no instructor.

"* Count the nwber of sections
with no Instructor Assigned.';

titlel 'Current Number of Sections
proc sgl;
select nobs
into :missing count
from sashelp.vtable
where libname ='PRESENT'
and memnsame = 'MISSING INSTRUCTORS'

*/

/* If there are sections with no instructor, move forward.
&missing count > 0

3then 3do;

code



Current Number of Sections with no Instructor Assigned. « The results viewer OUTpUT for the

_ &missing_count creation shows that
Number of Physical there were observations in the data.

Observations

157

*7

/* Sort the data for distribution.

proc sort data = present.missing instructors ° We Then CreOTe a COpy Of The dOTO
put = wissing instrustors; set sorted the way we need for our
Yy college .
subject program with PROC SORT.

course number
section number:;

variable of the total nwader of ° Crea'l'e qa “Colleges” dCITCI se-l- Wl-l-h

issing instructors. */ . .
dnta colleges: one record of each unique vo!ue Ig
set missing_instructors our data and add a count variable.

(keep = college):;
by college;
if first.college;
count + 1;

run;

code



We then create a &college_count
macro variable that gives us the
total number of Colleges with
missing iNstructors.

titlel 'Number of Colleges with Missing Instructors.':
proc sgql;
select max (count)
into :college count
from colleges

quit;

Number of Colleges with Missing Instructors.

« The &college_count macro will be
used to set the stop value of an
index variable in an iterative %DO
loop later in our code.




CREATING MACRO VARIABLES
FOR CONTACTS

Internal Contacts (IRT)

« &irt_name - The first name of the
contact in IRT that is sending the
reports.

o &irt_email — Their email address.

« &irt_signature — Their email
signature.

External Contacts (Recipients)

« &contact_name — The point of
contact first name(s). There can be
more than one person.

« &contact_email - The email address
for the report recipient(s).

« &college - The College for which
they are a point of contact.



IRT MACRO
VARIABLES

« We use SELECT :INTO in PROC SQL to
create our “irt"” macro variables that
will be used in our emails later.

proc s¢gl noprint:;
select first name,
compress("'"| |email| | "' "),
el signature| | T
into :irt_name,
tirt_email,
tirt_signature
from present.contacts_list
where department = 'IRT'

and first name =

’

quit;

IRT_Email IRT_Signature

'<br> <br> <br> <br> <font color = "009900" font
face = "Californian FB" p style = "font-size:14pt">

IRT_Name
Jacob ‘Jacob_Price@baylor.edu’

Jacob Price <br> <font color = "003366" p style =
"font-size:11pt"> Institutional Research <br>
Baylor University <br> One Bear Place #37032

<br> Waco, TX'

code



3do 1 = 1 %to &college count.;

email and college macro values. */
s by College';

proc sql;

select unigque compress("'"||a.emaill||"'") 'Contact Email',

a.college
format = junit.
into:contact _email separated by ' !
:college
from present.contacts_list a
inner join (wissing instructors b
inner join colleges c
on b.college = c.college)
on a.college = c.college
where missing instructor = 'Y!'

4

and c.count = &i.

quit;
Contacts by College

Contact_Email College Count
'Charles_King@baylor.edu’ AS
‘Lisa_Willis@baylor.edu’ AS

'Paulette_Reinhaus@baylor.edu’ AS

CONTACT MACRO
VARIABLES

« We begin an iterative %DO loop with
an index value of &i using
&college_count macro variable as
the stop value.

« Using PROC SQL, our contacts’

information is put into our “contact”
macro variables.

« By joining the “colleges” data set we
can filter for only the records whose
“count” value matches the current
value of &i.

code



,,—“
CREATING THE CUSTOM REPORT

o PJ(]TTWEB our rEBF)C)rT f”E}, $let out = "K:\Jacob Price‘\Presentations\2017\Missing Instructors - &college..xlsx"™;

* Open the ODS EXCEL dialog and
set file options.

ods excel file = &out
options (autofilter = 'o©O
frozen headers = 'yes
embedded titles =
sheet_interval =
sheet name = '#byval (college) !
absolute row _height = '14');

 Prinf the d
HNOIGN N
e W

by college;

afa to the file using
PRINT.
e are

olf USing &CO”ege in a format lle funitc.;
WHERE statement to only pull var coﬁzge -
records for the College that crn
our contact belong 1o. subject

course_ number

section number

title

actual enrollment;
titlel 'Coﬁrses With No Instructors':
titled "3end to Dean and Departmental Offices";
where college = "&college. ™!

 Close ODS EXCEL. ods excel close;

code



REPORT OUTPUT

Notice the report only contains
courses for Arts and Sciences (AS),
which is also the college the the
contacts we created earlier were
from.

Also the tab on the spreadsheet has
the College name on it.

COLLEGE ¥ |CRN
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Drawing |
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e
DELIVERING THE REPORTS

« Set up the schedule.

° Cred'l'e O &TOde mOCI’O VOriGble ,-;*t:':‘.et..ale:asifruzu wvalue for the current day of the week. */
ThOT COﬂTCIiﬂS The CUI’I’eﬂT dOy USing | l::all sgl;lput(‘t‘u:u:iagr' ;put (today (), downame.)));

the TODAY function. T

 Then use a conditional %IF

statement to determine whether or (it letodmy - Thuroamy | mmested ¥
not to send the report today based (e ey ]
on customer preferences. chen do;

 For this program we used the day of
the week and College as filters.




SENDING THE
EMAILS

« Use the FILENAME statement to
create an external file that uses SMTP
(Simple Mail Transfer Protocol).
 We are using ‘text/html’ for the
CONTENT_TYPE option because our

email body and signature are in HTML
{elfaglel

« Then use a data step with the
_NULL_ keyword to create the body of
the email and send it out.

« Use PUT statements to insert text into
the body of the email.

;o

file

data
file
put

put
put
put
put
put
put
put
put
put
put
putc
put
put
run;

Q w
:__: 'c_.:‘ ¢
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.

l.-' m
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I
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_null ;
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'<font color
= "font-siz
ood morning, "
<br> Please
"the day vy
"and, 1f p«

"these cours

rn -
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" get cours

t g
e

fyou ¢ longer
"know. feel fr
"<hr> <br> Thank
&irt_signature;
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email from

* ."
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= 'Jacob_ Pricefbaylor.edu'
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of cour:

[ u
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correct

Ed' Instruc

for
me if you have
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Lo cCcont: i
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e

Jjus
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course'";
Would™™:
t.h-:at. they can'";
Chair3Is

L let me'™;

tions.";

code



Message B Missing Instructors - AS.xIsx (11 KB)

Good morning,

Please see the attached list of courses that are missing instructors for the current term.
This data is as of the end of the day yesterday. Census will be captured on the twelfth

class day and, if possible, we need to record the correct faculty members for these courses.

These instructor assignments directly impact course evaluations as well as instructor

workload for a given term. Would you please reach out to your respective departments so

that they can get these courses updated? Instructors can be added in ChairSIS. If you are
]

no longer the correct contact for your area just let me know. Also, feel free to contact me if

you have any questions.

Thank you,

Jacob Price

Institutional Research

Baylor University

One Bear Place #97032
Waco, TX 76798
254.710.8836

“In God we trust: all others must bring data.” - W, Edwards Deming

FINAL RESULT

We end up with a nicely formatted
email, with the Missing Instructors Report
for Arts and Sciences atfached, that is
sent to all of our Arts and Sciences
contacts as well as our IRT contact.

We have also included all of the
information the customer needs in the
body of the email and the sender’s
email signature.



/’ﬂ
FINISHING UP OUR MACRO

* Close the %DO blocks.

 The innermost %BEND statement
closes the block that followed the
last %IF condition —today being a

scheduled delivery date.

 The second %END statement
completes the iterative %DO loop
that set the value for &I and was
used o create the &contact_email
and &college macro variables.

* The third and final %END statement
closes out the code block for our
first %IF condition — our initial data
set having at least one observation




SNIDRIISVXGING)

Finally we end our macro code with a
%MEND statement and call the
reports_and_emails macro to run it.

sreports and emails;




QUESTIONS®
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Program naae: Presentation Code

Location: K:\Jacob Price’\Presentations' TAIR\2017

Purpose: To demonstrate concepts for presentation.

Keywords: macros, contact list, email

Modifications to program:

15FEEB2017 Created program. - djp

Inputs: census data
QOutputs: spreasheets, emails

0}

Update:

Special Instructions:

I A AR R R R R A AR AR AR AR A AR AR R R R R R R AR R R R AR R AR R R R R AR R R R AR R Rl il i it i i i i i i i i i il i it ittt it il ittt ittt ittt l Vi

+* +*

/% Librefs. */
libname present 'k:\ jaco

o
o
~
-
Q
m
o
H
11
0]
m
=
ct
o
ct
-
0
ad
uw
(8]
o
=
-]
e

options mlogic
minoperator;

proc import out = present.contacts_list
datafile = "k:%jacob price’\contacts.xlsx"
dbms = excel replace;
range = "contacts";
getnames ves;
mixed = no;
scantext = yes;
usedate = yes;
scantime = yes;
run;



i* Prepare the Mi

'EE A A A A A A EEEEEEEEEE

“macro reports and emails;

*/

/% Count the nuber of sections with no instructor.

proc sgl;
select nobs
SAS < ODE 2 into :mwissing count
- from sashelp.vtable
where libnawme ='PRESENT'
and mwemnamwe = 'MISSING INSTRUCTORS'

quit;

*/7

/% If there are sections with no instructor, move forward.
51if &missing count > O
3then %do;
/% Sort the data for distribution. */
proc sort data = present.missing instructors
out = missing instructors;
by college
subject
course_nuber
section number;

PR otal nuber of

t

Create a macro variable of the

*/7

colleges missing instructors.
data colleges;
Set mwissing instructors
ikeep = college):
by college;
if first.college;
count + 1;

run;

titlel 'Current Nwdaer of Sections with no Instructor Assigned.



SAS CODE -3

titlel 'Number of Colleges with Missing Instructors.':;
proc sgl;
select max(count)
into :college count
from colleges

quit;

proc sgl noprint;

select first name,
compress("'"| |ewmail| | "' "),
e | signature| | "'

into :irt_name,
tirt_email,
tirt_signature

from present.contacts_list

where department = 'IRT'
and first name = 'Jacob'
quit;
3do i = 1 %to &college count.;
/%  Set contact email and college macro values. *

titlel 'Contacts by College';
proc sgl;
select unigque compress("'"||a.ewmail||"'") 'Contact Email',
a.college,
c.count ' Count'
into:contact_email separated by ' ',
rcollege
from present.contacts_list a
inner join (mwissing instructors b
inner join colleges c
on b.college = c.college)
on a.college = c.college
where missing instructor = '¥!
and c.count = &i.

.
’

quit;

3let out = "K:\Jacob Price\Presentations)2017\Missing Instructors

&college

. X1SX";



SAS CODE - 4

ods excel file = gout

options (autofilter = 'on'
frozen headers = 'yes'
embedded titles = 'yes'
sheet_interval = 'bygroup'
sheet name = '#byval(college)'
absolute _row _height = '14');

proc sort data = missing instructors;

by college
subject
course_nwber
section number;
run;

proc print data = missing instructors
nookhs;
by college;
format college $unit.;
var college
crn
subject
course_nudier
section nurber
title
actual enrollment;

titlel 'Courses With No Instructors'

titlez

&college.™;

run;

ods excel close;

data _null :
call symput (' today', (put (todavyi(),
run;

/* Send list on the days requested.
31if (&today = Friday

and "&college™ = "AS™)
or (&today = Tuesday)

3then %do;

’;
Dean and Departmental Offices";

Set a macro value for the current day of the week.

downawe.)) )



;&

Send list on the days requested. */
31f (&today = Friday
and "&college™ = "AS™)
or (&today = Tuesday)
3then %do;
/% Ewail reports to IRT & appropriate contacts.
filename mymail email from = 'Jacob_Price@baler.edu'
to = (&contact_email)
cc (&irt_email)

subject = "Missing Instructors &college™
- content_type ='text/html'

attach =({&outc.);

*/

data null ;

file mymail:;

put '<font color = "0D03366" font face = "Californian FB"
p style = "font-size:llpt">';

put "Good morning,™;

put "<br> <br> Pleas

put ]

put iz as of the end of the day

put ap on the twelfth class day and, 1if

put "need to record the correct faculty members for these";

put "courses. These instructor assignments directly impact”

1l as instructor workload for a";

each out to your"™;

that';
This data™;
will he';

ible, we'™;

wm
]
wm
[
]
ct
Py
o
]
o
ct
ct
o
Q
=
o
m
o,
[
.
0}
ct
(u]
Hh
Q
(u}
o}
a1

put "course raluations as w

e
put "given term. Would you please

Y

put "respective departments so that they can get these

¥
updated? Instructors can be added in Chair3Is.™;

put "courses
put "If you are no longer the correct contact for your area’™;
put "just let me know. Also, feel free to contact me if you";
put "have any gquestions.™;

put "<br> <br> Thank vyou,"™;

put &irt signature;

run;

3end;

3end;
3end;

mend reports and emails;

sreports and emails:
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