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Rapid Reporting Quick Start Guide

This documentation only covers the process of submitting monthly usage and training; other documents will cover other aspects of the rapid reporting system.

All public computing center sites that report monthly usage and training numbers will now use the Rapid Reporting forms on the www.txc2.org website to enter those numbers. All usage/training numbers must be reported before the 5th of each month, for the previous month.
Follow these simple steps to enter your usage/training numbers:
	1. Open a web browser (Internet Explorer, Firefox, etc.) and go to www.txc2.org.
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	2. When the page opens, click on the Rapid Reporting button in the lower right corner of the screen (you may need to scroll down to view this button). DO NOT click on the Reports link on the top menu.
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	3. The Log In page appears. Click in the Username field.

4. Type the username provided to you by TXC2 and press the Tab key. The cursor moves to the Password field. Type the password provided to you by TXC2 (your password is not displayed for security purposes, so make sure you type it exactly. Click the Log In button. 
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	5. The TXC2 Rapid Reporting page appears. The profile information for your site is displayed. This information will not change much; a separate document will describe how to update this information when necessary. If you need assistance, click the Help button in the upper right corner of the screen. A new window appears with a User’s manual.
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The User’s manual is an Adobe Acrobat file, with a Table of Contents and a Find field for searching.

	[image: image5.png]Organization
Address.

city

State

Answer

Bryan Library System [2|
201 East 20th £
oy @
™ @2





	6. Click the Monthly Metrics button. The Monthly Metrics page appears (it will be blank if you have not entered any information).
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	7. Above the Monthly Metrics button, click on the down arrow to the right of the {Select… field. (Note: You cannot change the first two fields, Region and Site name). A list appears. Move the mouse over the quarter at the top of the list; when it is highlighted, release the mouse button. The current quarter will always be at the top of the list.
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	8. Click on the down arrow to the right of the {Select a Period} field. A list appears. Move the mouse over the month at the top of the list; when it is highlighted, release the mouse button. The current month will always be at the top of the list. The Question list appears on the page.
	[image: image9.png](Select a Period} [~




[image: image10.png](Select a Period)
(Select a Period)

[Oct 31, 2011





	[image: image11.png][T ———— Ao 2
F SO —————y T
Number of Staf Supenision hours provided by site -
Namer 5 s provied s 5
Norber o tervolorer b povided b sk —





	9. IF the site was available all month (i.e. there were no major closures, such as for a week), leave the first question as-is. If you need to change this number, follow the procedure outlined in step 10.
	

	10. To enter the total number of users during the reporting period, click the Edit button to the right of the question. The red field turns white, and you can type the number. Then, click the Save button to the right of the field. To cancel and not enter a number, click the Cancel button.
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	11. Repeat the process described in Step 10 for the Number of Staff Supervision hours, Number of IT Staff hours, and Number of Other Volunteer hours. Even if you do not have any hours, you must enter a zero.
	

	12. When done entering Monthly Metrics, click on the Training Metrics button. The Training Metrics page appears. You will create an entry for each class taught.
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	13. Click on the down arrow to the right of the Class Type field (the default selection is Basic Internet/Computer Use) and select the type of class taught. Note: If the course was Basic Internet/Computer Use, then proceed to Step 14.
	[image: image17.png]Motimesa
(Ofcs Ses

(Colege Prpartary Tamng
(Oter Fiesee Spacy)
|Employmentijob Search |






	14. Next, move the cursor to the Hours field and click. A blinking vertical line appears. You can type the number of hours; enter .5 for a half-hour increment.
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	15. Move the cursor to the Participants field and click. A blinking vertical line appears. You can type the number of participants.
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	16. Move the cursor to the Class Title field and click. A blinking vertical line appears. You can type a specific class title.
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	17. Click the Add button to complete the entry for the training class. The information is saved and a new additional class line is created.
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	18. To enter another class, repeat Steps 13-17 again.
	

	19. When done entering classes, you must submit your Monthly Metrics and Training Metrics report. Click the Email button at the top of the page. The report is submitted
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	20. When done, you can log out. Click the Log Out button at the very top of the page.
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