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ANZICS Web Report Studio Instructions 
 

Å The Portal and Web Report Studio are online tools used for reporting and 
manipulating data at individual hospital site. 

Å Login and Password has been issued to all ICU directors of the 
contributing sites. If you have any queries regarding login details, please 
contact: 

Shaila Chavan  
 ANZICS ï CORE  
 Level 3, 10 Ievers Terrace 
 CARLTON  VIC  3053 
  Tel: 03 9340 3426 
 Fax: 03 9340 3499 
 Email: shaila.chavan@anzics.com.au 
 
 

Å Portal can be access by typing the following address in your internet 
browser window or just by clicking the link 

           http://sasspm.anzics.com.au/Portal/main.do  

Å Sequential screen captures are provided below with explanatory notes in 
blue boxes and red arrows to help navigate the portal 
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Accessing WRS 
 

 
Screen 1: Web report studio access 

 

 
Screen 2: Logon screen 

 

Click here to log on to 
WEB REPORT STUDIO 

Type in your Login 
and Password 
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Reports 
 

 
Screen 3: Report open/Report new 

 
Á Following screen shows you the available reports for your hospital when 

you click Report>Open option 
Á Click on any report Name to see the content. 

 

 

Click on Report>New 
to create a new Report 

Click on Report>Open to see 
already created reports for 
your hospital 
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Screen 4: Available reports from Shared folders 

 
Á On the pop up window above you will see (at the top of the window) two 

locations for the reports 
o Shared folders ï these are the reports already created for you by 

CORE staff 
o My folders ï these are reports created by you and saved on your 

own private space in Web Report Studio (no one other that those 
using the same login and password as you can see, edit or delete 
these reports) 

Á Just below the location option the selected folder is displayed. ñHospital 
reportsò in screen capture above. You can navigate to a level up by 
clicking the folder icon next to the selected folder. 

Á All the reports under shared folders are view only reports. If you edit the 
report, then the edited version can be saved only to ñMy foldersò  
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New Report 
 
Á When you click on Report>New, You have to follow series of steps to 

create your own report 
o Select Data 
o Select Data Items 
o Header 
o Insert List 
o Table Data 
o Insert Graph 
o Graph Data 
o View Report 

 
Á Following screens explain the steps in detail 
Á Click on Report>New to see the screen below 
Á First step is to Select Data, click on the option to select your ICU dataset 

 

 
Screen 5: New Report ï Blank report screen 

Click on Select 
Data to get the 
appropriate data 
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Screen 6: Select data ï All ICU admissions 

The Data Source need to be 
All ICU Admissions 
If not, please click on 
Change Sourceé to 
change the Data Source 

Click on All ICU 
Admissions 
under Hospitals 
folder to change 
the Data source. 
Then click OK 
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Screen 7: Selected Data source and available variables 

 
Á At This point you can select Available Data Items from All ICU 

Admissions by clicking the individual data item e.g. Year, month etc. and 
then clicking on single right arrow (>) in between right and left boxes 

o Clicking on double right arrow (>>) will select all data variables on 
one click. 

Á The data items then appear in Selected Data Items window on the right 

Make sure the Data 
source is All ICU 

Admissions 
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Screen 8: Select variables from the available list 

 
Á Click OK when you are done selecting the data items  

 
Note: There are various data items available and are of two types,  

o Continuous/measure (those with scale as icon e.g. mean length of 
stay) and 
Á Variables with a scale and summation sign (e.g.ICU 

mortality) are calculated variables 
o Category (those with file as icon eg. Year) 

Continuous/Measure types of data items are available for mathematical 
calculations like Totals. These are age, hospital mortality etc. 
Category type of data items are not for mathematical functions e.g. year, date of 
admission to ICU etc. However, category items can be filtered for specific values 
e.g. Year = 2004 (this will give you report only for 2004 year) 
 
Note: Any additional data items you may need can be requested to us and we 
can make them available to you. 
If you have any Web Report Studio queries, email shaila.chavan@anzics.com.au 
or call 03 9340 3426 
 

mailto:shaila.chavan@anzics.com.au
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Screen 9: Filtering category type of variables

Click on this 
filter icon to put 
a filter your 
dataé  
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Third step is to Insert List of data items in to the table 

 

 
Screen 10: Select the report output (list, crosstab, graph etc.) 

 

 
Screen 11: Select sequence of variables in the output (Move Items) 

 

Click on this table icon to insert the 
list of data items in the table. A table 
will appear in the grid below. 

Then click on Table Data icon 
to move the data items up or 

down or to Hidden if needed 

Move the items 
by clicking the 
data item (see 
Year) and then 
clicking Move 
Items option to 
select Up / Down 
or Hidden 
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Á This finishes the steps for Edit Report 
Á The next step is to View Report 
Á Click View Report option at the top of the screen or at the bottom of the 

screen to view your report 
Á You can view the report and then choose to edit it further with more data 

items or more graphs and tables 
Á Following screen shows the View Report window 

 
Screen 12: View Report 

 
Á Likewise you can click on other options next to Insert List options from 

screen 10 (eg. Insert crosstab, Insert bar graph, Insert pie chart etc.) 
Á Repeat steps above (screen 10, 11 and 12 for any other table/graph 

options i.e. graph/table data, move items and view report 

Click on View Report 
to view this screen.  
You can Edit Report 
at any stage for 
further 
inclusions/exclusions 

Edit Report 
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Á To modify your report, click on Edit Report button (see screen 12) 
Á Following screens will show an example of inserting a line graph next to 

our table 
Á Click on Line Graph Icon to see the graph being added to the grid below 

(screen 13) 

 
Screen 13: Adding a graph 

 

Graph Data option 
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Á Click on Graph Data icon (see screen 13) on the Line Graph (from the 
grid) to see following screen 
 

 
Screen 14: assign x and y axis to the graph 

 
 
Á To move items to Measure Axis (Y axis), Line (X axis), Multiple Lines 

(adding second variable to Y axis), Horizontal Matrix(breaking the 
graphs horizontally into groups), Vertical Matrix (breaking the graph 
vertically into groups) or Hidden (not shown on graph) 

Á Click on View Report to see your final report 
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Screen 15: Report with table and graph 

 
Á Final step is to Save your report in My Folders 
Á Click on Report from top menu and select Save As  
 

 
Screen 16: Save Report 

 

Click on Report > Save As to 
see the following screen  
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Screen 17: Name the new report and save to My folder 

 
Á Make sure to Save your report under My Folders (Shared Folders are 

only to view the common reports, you can not save any report under this 
option) 

Á Then Click OK  
Á When you log on later to Web Report Studio, your report will be available 

in My Folders for Viewing/ Printing or Editing 
 

Type in a 
meaningful name 
for your report to 
be recognized 
when you log on 
later 

Click on My 
Folders to save 
your new report 
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Screen 18: Save Report 

 
Á There are additional options like Print and Export in Report menu. 
Á Print option creates a PDF file of your report which you can print or save 

in your computer 
Á Export option creates a Zip file of HTML and Excel version of your report 

which you can save to your computer and use if for further analysis 
Á Other useful options in Report Menu are New using wizard (choosing 

this,  you will be prompted for the next step in report creation) and New 
using template (choosing this, you can choose available templates for 
your report formatting) 


















