
Go to the website:  www.tarleton.edu/~opeir 
Once on OPEIR’s site, use your mouse and click 

The purpose of this document is to provide the Tarleton Family with a 
basic user’s guide for the  dashboard.  This user’s guide will 
walk you through step-by-step instructions for accessing, finding, selecting 
and running reports within .  If you should have further 
questions please feel free to contact the Office of Planning, Evaluation and 
Institutional Research at (254) 968-9354 or via e-mail at opeir@tarleton.edu
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You will be directed to the  main welcome screen.  In the 
top right-hand corner click the 

When prompted for the , enter the password you use to 
sign on to your computer—the same one used for e-mail...  Click the 
button...
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You will see a copy of the “Welcome to Texan Facts” screen...

You will be directed to the Faculty Staff dashboard welcome screen...

If you are not sure where a particular report is located… Click on the INDEX
tab for a list and description of the available reports.
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Once you have located the report tab from the index… Click the respective 
tab...  From the report list on the left-hand portion of the screen… Select the 
report you desire to run by clicking on the title of the report… When you 
click on the report title, a dialog box will appear...  Select the  option... 
A parameter screen will appear...  Follow the instructions on the screen and 
select the desired parameter options… if applicable, select the output type 
format...  Then, click the  button...

The report will open in a new screen… 

Note: The report may take a 
few minutes to execute 

depending on the parameter 
options.  Reports based on 

daily Banner data will reflect 
enrollments as of 

approximately 2 am for the 
day in which the report is run.  

These reports are executed 
on a separate server from the 
“live database” so as not to 
conflict with students who 
are registering and other 
Tarleton offices using the 

“live system”. 
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After you close the report and are finished using , be sure to 
Logoff the system by clicking the  option at the top right-hand corner as 
noted below:

You will receive a message confirming the logoff… 
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