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Requesting TREDS Logins
All users must have a valid TREDS user account to utilize the electronic system. Users who require access to TREDS and do not have a TREDS Department Admin in their department should contact the TREDS team by email at treds.saveslives@dmv.virginia.gov to request TREDS logins.

Note: The TREDS username and password are the same username and password you use to log into Report Beam.

User Roles in TREDS
TREDS has five basic roles for law enforcement. Users are allowed to have multiple roles if needed. (i.e. Officer & Department Admin, Supervisor & Department Admin)

Officer Role: 

· The user will be able to submit new crash reports and resubmit rejected crash reports.

· The user will be able to search all crash reports electronically submitted by their agency.

· The user will be able to view all available TREDS reports.

Supervisor Role:

· The user will be able to submit new crash reports and resubmit rejected crash reports.

· The user will be able to approve/reject crash reports in the department queue and in their personal queue.

· The user will be able to search all crash reports electronically submitted by their agency.

· The user will be able to view all available TREDS reports.
Department Admin:

· The user will be able to create new officer and supervisor accounts in TREDS for their department.

· The user will be able to search all crash reports in their agency.

· The user will be able to view all available TREDS reports.

· The user will be able to reset passwords and unlock user accounts.

· The user will be able to post messages on the ‘News from My Department’ section.
Note: All departments must have at least one Department Admin.

Law Enforcement Clerk 
· The user will be able to approve/reject crash reports in the department queue and in their personal queue.

· The user will be able to search all crash reports electronically submitted by their agency.

· The user will be able to view all available TREDS reports.

Reporting Analyst
· The user will be able to create custom reports in TREDS.

TREDS Home Page
The TREDS homepage is the first page users will see after logging into https://treds.virginia.gov 
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Operations Section 

Under this section users will see the operations they are allowed to perform as per their role.
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Quick Links 

Under the quick links section users will have access to useful links, department admin request form and the instructions to download and install the latest version of Report Beam.
Department Admin Request Form

To setup a department admin click on the link ‘Department Admin Request Form’ fill out all the details and follow the instructions to submit the form.

Downloading Report Beam 

To download the most current version of Report Beam and all supporting packages, 
 click on the link ‘Report Beam Installation Guide’ to download a PDF document with links to download the software and the instructions on how to install the software.
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New Features

Users can select the link labeled ‘Click here to see new features’ to get a list of the latest features available in TREDS. 
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News from TREDS Team 
In this section of the website users will get the latest information from the TREDS team concerning the TREDS project and upcoming changes.
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News from My Department 
In this section of the website users will see messages posted by their department admin. This message will only be visible to the users within the department.
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VA Highway Safety Programs 

This section will showcase the latest programs and news from Virginia Highway Safety Office.
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Help Section
Users can find training manuals on TREDS, Report Beam, Revised Reports, and Crash Status Explanation etc in this section. 
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Search Function 

Users can search crash reports within the department by various criterions. 
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TREDS Reports 

TREDS provides users with valuable reports based on location, date range, type of crashes etc.
Training for Law Enforcement Officers and Supervisors
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Logging into TREDS

Users can log into https://treds.virginia.gov by entering their username and password in the login form panel. 
Note: The username is always an email address. When the user has successfully entered the username and password, they will be directed to the TREDS homepage

Incorrect username 
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If a user enters an incorrect username, TREDS will display an error message that notifies the user that the username does not exist.

Incorrect password
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TREDS allows users up to 4 attempts to enter the correct password. If a user enters an incorrect password, TREDS will display an error message and will inform the user of how many attempts they have left. Refer diagram. 
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Account locked

If a user could not enter the correct password in 4 attempts, TREDS will lock the user account and display an error message.  User can unlock account by click ‘Reset Password/Unlock Account’.
Forgot Password
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If a user forgets their password, click on the ‘Reset Password/Unlock Account’ button at the bottom of the login form and follow the steps.

If the user has not setup a ‘Security Question’ TREDS will display a message “Your security question/answer is not yet set up. Please contact your Department Administrator to have your password reset.  If you are unable to contact your Department Administrator, call the TREDS Help Desk at 804-239-6931”
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Screen 1: Enter Username (email address)
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Screen 2: The security question selected will be provided and the user will be prompted to answer the security question. The answer is not case sensitive.
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Note: If the user enters an incorrect answer, TREDS will display a message “The answer supplied is incorrect. If you don’t know your security answer, please contact your Department Administrator or TREDS Help Desk at 804-239-6931.”

Screen 3: After entering the correct answer to the question, the user will be taken to the final screen where they will be prompted to enter a new password. The old password will no longer be valid.
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Managing the TREDS Account

Users have the ability to change their basic information and change the password of their TREDS account.
Access ‘My Account’:

All users can access the ‘My Account’ link available at the top of the page after logging into TREDS. 
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Under the ‘My Account’ section, the users have the option to change their basic information (except their email address and department), select a security question and change their password.
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My Profile:

Under ‘My Profile’ the user can change their First Name, Last Name and Telephone Number. After making the changes, click on the ‘Update’ button to save the changes.

Note: If a users email address or department has changed, please contact TREDS support at 804-239-6931 for assistance.  

Security Question:

TREDS allows users to select a security question and generate an answer. By answering the security question, users can reset their own password.

To select a security question, click on ‘Security Question’ and follow the steps.
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Steps to select a security question and answer:

1. Enter your current password

2. Choose one of the security questions

3. Enter an answer to the selected question (not case sensitive)

4. Click ‘Update’ to save your security question and answer

Change Password:

Users can change their password at any time using the ‘Change Password’ link. 
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The users will be prompted to enter their current password and to enter and confirm their new password. The user then selects the ‘Change Password’ button to make the change permanent.
Submitting a new crash report
Before you go through the manual, please follow this link for a video tutorial titled Introduction to Report Beam. In this video tutorial, you will learn how to use Report Beam to fill out a crash report and how to use the built-in mobile mapping client to locate the GPS Lat/Long data for a given location. The tutorial will also show you how to draw a crash scene using the built-in diagramming client, SmartRoads.

a. Starting Report Beam: Click on ‘Report Beam 4’ Shortcut on the desktop. If you do not have the shortcut, go to the start menu [image: image10.png]


, and then click ‘Programs’ and under ‘Visual Statement’  right click ‘Report Beam 4’, select ‘Send To’ and then ‘Desktop (create shortcut)  
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b. Logging into Report Beam: Double Click on the Report Beam 4 shortcut on your desktop, then Report Beam will start up with a ‘Login Screen’. Please enter your TREDS username and most recent password and select ‘OK’. Users can choose to click the ‘Offline Login’ check box which allows users to create the crash report in Report Beam; however, the user has to exit Report Beam and login to ‘Submit’ the crash report. 
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When the username and or password are incorrect you will receive an error message, ‘The username and password is invalid’. If you receive this message, please check your username and password. 
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Note: If you continue to have issues with your username and password, your account may be locked or your password may have expired. Please log onto https://treds.virginia.gov and unlock you account or reset your password. 
c. Creating a new report: After logging into Report Beam, users will see the Report Manager to the left and all the crash reports not yet submitted in their ‘Drafts’ folder’ on the right. To create a new report click on the icon labeled ‘New Report’.
[image: image74.png]Validation errors

The following errors were encountered on this report

Form Fage Description
Units 1 Youmissed 31 fields,

Uits Info 2 You missed 14 filds.

Crash Info E You missed 15 filds.

Diagram 4 Nerrative is Required

Diagram 4 Crash Disgramis Required
Diagram 4 You missed 2 felds.

Diagram 4 First Harmil Eventis Required.
Units 1 You must enter 2 county and town.
Units 1 Please indicate the DLICDL status





[image: image75.png]7 Success =)

Message

Report was successfully submited to TREDS and assigned document #100565001





Complete all the fields in the two wizard screens and click ‘Finish’. Report Beam will take the information from the wizard screen and create the correct number of pages for the report and will check for the selected criteria (i.e. Fatality, Person injured who immediately received medical treatment away from the scene etc) at the completion of the report. Continue and complete all the fields in the crash report.
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d. Submitting the crash report to the department: Users can submit the report electronically to the ‘Department Queue’ in TREDS allowing any available supervisor to review and approve/reject the report.
To submit the crash report to the department, leave the ‘Supervising Officer Email Address’ field on the bottom of Page A blank.
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Note(1): If the user is a supervisor they can check the ‘Supervisor Approved’ button and send the crash report directly to TREDS without needing a sign off.  If the user is an officer and the ‘Supervisor Approved’ button is checked, the report goes to the ‘Department Queue’
Note (2): An email notification will not be sent to the supervisor informing him/her that a report is waiting for review when a report is submitted to the department queue.
e. Submitting the report to a specific supervisor: Users can submit the report to a particular supervisor to review and approve/reject the report.
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To submit the crash report to a specific supervisor, complete the field ‘Supervising Officer Email Address:’ with the supervisor’s TREDS username (which is always an email address)
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Note (1): When a report is submitted to a specific supervisor in TREDS, a notification email will be sent to the supervisor informing him/her that a report is waiting for review. Only the specified supervisor can approve or reject that report. The report will not be visible in the ‘Department Queue’
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f. Electronic submission of crash report: To send a crash report electronically to TREDS, the user must first be logged into Report Beam as per Step b. To submit a report, users can click on the ‘Send All’ button from within the crash report.
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The user can also highlight the report in the ‘Drafts’ Folder and click the ‘Send’ button.
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Note: ‘Send All’ within the crash report does not send all reports in the ‘Drafts’ folder to TREDS. Also, once a report has been successfully submitted, it will be moved from the ‘Drafts’ folder to the ‘Recent’ folder.

If there are errors in the report, Report Beam will show a pop-up window with the page location and details of the errors. Place the mouse over the line item to see the error details. Double click the line item and Report Beam will take you to the corresponding page and highlight the error field.
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When Report Beam is sending the report to TREDS, the submitting officer will see a blue message, “Submitting Report”.
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If the report is submitted successfully, Report Beam will display a confirmation message with a crash document number.  
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If the report is not submitted successfully, Report Beam will display an error message with details of the error. Click on ‘Details’ button on the message to see the details of the error. Please contact TREDS support at 804-239-6931 if you need assistance with the electronic submission. 
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Revising a crash report

There are two reasons for revising a crash report: (1) A supervisor has rejected the original report and wants certain changes made to the report before it will be approved or (2) New information has become available and the original report needs to be updated. 

Revising a crash report due to supervisor rejection:

Supervisors have the ability to approve or reject a report in TREDS. When a report is approved, the submitting officer will not receive notification from TREDS; however, when a report is rejected, the submitting officer will receive an email notification stating that the report submitted has been rejected. The email will also document the reason for rejection, the rejecting supervisor’s name, document number, and the date and time of the rejection.

Note: Please submit the revised crash report only after the original report has been rejected or approved by the supervisor.

a. Email Notification from TREDS: The submitting officer will receive an email from ‘TREDSSupport@dmv.virginia.gov’ with the subject line ‘TREDS: Submitted crash report needs to be reviewed’ 
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The email will contain the reason for rejection, rejecting supervisor’s name, document number, date and time the report was rejected. 
b. Making changes to the rejected report:

Submitting officers can make the necessary changes to a rejected crash report either on the TREDS website or using Report Beam. The submitting officer has the reason for the rejection in the notification email.
Here are the limitations of making changes to the rejected report on the TREDS website,

i. Participants (Drivers, Passengers and Pedestrians) cannot be added or deleted from the crash report. For example: A driver who was initially thought to be involved cannot be removed from the crash report. A passenger who initially did not notice injuries cannot be added as an injured passenger.

ii. Vehicles cannot be added or deleted from the crash report.

iii. Crash diagram cannot be changed in the crash report.

Users can make changes to the rejected crash report in only one of the two following methods.  

Option 1: Making changes to the crash report on the TREDS website: 

Note: Changes made to a report on the TREDS website will not change the report in the local computer used to submit the original report.
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Login to TREDS at https://treds.virginia.gov using your TREDS username and password
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Go to ‘My Report Queue’ and select the rejected report from the ‘Rejected Crash Report to Revise’ queue by clicking on the document number.
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TREDS will open the crash report and show the user the reason for the rejection and the details of the report. The first page displayed will show the crash summary and general details of the crash. This page is labeled ‘General’ and can be accessed by clicking on the link labeled ‘General’ in the tree structure on the right side of the screen. All other information in the report is arranged by vehicle, driver, passenger and pedestrian involved in the crash.  To access a specific vehicle, driver, etc., click on the associated link on the tree structure. For example, to access the information for Driver #2, click on ‘Driver’ under Vehicle #2 and all information for Driver #2 will be displayed. All the information on the crash report can be accessed on the TREDS website.

Only existing fields can be changed in TREDS. To change a text field, click on the ‘Edit’ button and type in the new data. To save the changes click on the ‘Update’ button. To 

cancel the changes, click on the ‘Cancel’ button.
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Note (1):  All changes made to the report are recorded under the ‘Change History’ section. 
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To resubmit the crash report after making all the necessary changes, click on ‘Resubmit for Approval’ button.  The report will move to the supervisor or department queue and will no longer be visible under the ‘Rejected Crash Report to Revise’ queue.
Note (2): An email notification will be sent to a specific Supervisor if one was specified on the original report. 
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Option 2: Making changes in Report Beam:
 Open Report Beam and login. Click on the ‘Recent’ folder icon in the dashboard.
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Report Beam will display a list of all the electronically submitted crash reports. Select the report that requires corrections by clicking on it once. (Do not open the report)

Once the report is selected (highlighted in blue), click the ‘Use as template’ button to create a revised report. The revised report will be placed in the ‘Drafts’ folder. 
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The copied report will have the ‘Revised’ bubble marked to indicate that it is a revised report.
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Make the necessary changes to the report as per the ‘Reject Reason’ and submit the crash report electronically. To submit a report, users can click on the ‘Send All’ button from within the crash report.

The user can also highlight the report in the ‘Drafts’ folder and click the ‘Send’ button. The report submission process is the same for original and revised reports. 


Note: An email notification with revision # will be sent to the Supervisor who rejected the report if the report was initially sent to a specific Supervisor.

Supervisors Responsibilities 

Check Department/Personal Queue for Crash Reports

When officers submit crash reports to the ‘Department Queue’ TREDS does not send an email notification that a crash report is waiting for review. Supervisors have to log into TREDS periodically to check for crash reports pending for approval. 

a. Log into TREDS: Supervisors have to go to the TREDS website,

https://treds.virginia.gov and login using their TREDS username and password. 
b. Checking for Submitted Crash Reports: After logging into TREDS, click on the ‘My Report Queue’ button to view the personal and department queues. Supervisors can see all crash reports sent to the department under ‘Submitted Crash Report by Department’. TREDS displays all details of the crash report such as Crash Date, Jurisdiction, Submitted Date, Submitting Officer and Last Reviewed By.
TREDS allows supervisors to perform two functions (1) view and (2) process the crash report. By selecting ‘View’ button, the supervisor can view the report but cannot make any changes to the report. To approve or reject a crash report users must click on the ‘Process’ button. This will move the crash report from the department queue to the supervisor’s personal queue labeled ‘My Crash Reports to Review’ and will no longer be visible in the ‘Department Queue’. 

Note: Once a supervisor chooses to process a report, only that supervisor can approve or reject that report. 

All reports under ‘My Crash Reports to Review’ are either sent directly to the supervisor

 or are reports that were selected to be processed by the supervisor.

Email Notification: When a crash report is sent directly to a supervisor, TREDS sends an email notification to the supervisor. The email contains details of the submitting officer, document number, date and time.

c. Processing a crash report:

Supervisors have the option to ‘Approve’ or ‘Reject’ a crash report. 

Reviewing the crash report: Supervisors can review the information in the crash report by either selecting the specific section of the crash report (Vehicle #1, Pedestrian #1, Crash Diagram, etc) or by choosing the ‘Download PDF’ button to get a copy of the crash report in the FR300P format.


Approving a Crash Report
After selecting the crash report, supervisors can approve the crash report by clicking on the ‘Approve’ button. 


Note: Crash reports should be printed for the customers only after the supervisor approval. 

Rejecting a Crash Report 

After selecting the crash report, supervisors can reject the crash report by clicking on the ‘Reject’ button. Every rejected report must have a reason for the rejection. TREDS will show a pop-up window with a 1000 character limit to fill in the reason for the rejection. This reason will be included in the email notification sent to the submitting officer and in TREDS when the officer logs in to review the rejected crash report.


Note: When a crash report has been rejected, TREDS will send an email notification to the submitting officer with the reason for the rejection.

Training for TREDS Department Administrator
Managing TREDS Account

All users can manage their own account information. Users have the ability to change their basic information, select a security question and change their password at any time.

Access ‘My Account’:

All users can access the ‘My Account’ link which is available at the top of the page after logging into TREDS. 
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Under the ‘My Account’ section, the users have the option to change their basic information (except their email address and department), select a security question and change password.
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My Profile:

Under ‘My Profile’ the user can change their First Name, Last Name and Telephone Number. After making the changes click on the ‘Update’ button to save the changes.

Note: If any user’s email address or department is changed, please contact TREDS support at 804-239-6931 for assistance.  

Security Question:

TREDS allows users to select a security question and generate an answer. By answering the security question, users can reset their password. 

To select a security question, click on ‘Security Question’.
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Steps to select a security question and answer:

1. Enter your current password

2. Choose one of the security questions

3. Enter an answer to the selected question (not case sensitive)

4. Click ‘Update’ to save your security question and answer

[image: image20.png]Security Information

Password

‘Security Question: | Please select a security question. -
‘Security Answer:





Change Password:

Users can change their password at any time using the ‘Change Password’ link. 
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The users will be prompted to enter their current password and to enter and confirm their new password. The user then selects the ‘Change Password’ button to make the change permanent.
Forgot Password
If a user forgets their password, click on the ‘Reset Password/Unlock Account’ button at the bottom of the login form and follow the steps.

If the user has not setup a ‘Security Question’ TREDS will display a message “Your security question/answer is not yet set up. Please contact your Department Administrator to have your password reset.  If you are unable to contact your Department Administrator, call the TREDS Help Desk at 804-239-6931”


Screen 1: Enter Username (email address)
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Screen 2: The security question selected will be provided and the user will be prompted to answer the security question. The answer is not case sensitive.
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Note: If the user enteres an incorrect answer, TREDS will display a message “The answer supplied is incorrect. If you don’t know your security answer, please contact your Department Administrator or TREDS Help Desk at 804-239-6931.”

Screen 3: After entering the correct answer to the question, the user will be taken to the final screen where they will be prompted to enter a new password. The old password will no longer be valid.
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Department Admin Privileges 
 Department Admin’s have the following privileges in TREDS:

1. Add new users to the department

2. Search users in the department

3. Modify user account information

4. Disable user accounts

5. Reset passwords and unlock user accounts

6. Add/Edit the message in the ‘News from my Department’ section of the home page

Requesting Department Admin access
To request Department Admin access: Login to TREDS use the ‘Department Admin Request Form’ available on the TREDS homepage under ‘Quick Links’ to download a PDF copy of the form. Follow the instructions on the form to request Department Admin access. 

Adding new users:

 Department Admin’s can add new users by clicking on the ‘Manage Users’ link on the left hand side of the screen and then on the next page selecting ‘Create User’
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The Department Admin can then create a new user by filling out all the details required and assign the user the role of ‘Submit Crash Reports to Supervisor’ or ‘Submit and Approve Crash Reports’.

The Department Admin must select the primary login role for all new users in the department. The primary login role will determine the operations the users will see each time they login. 
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Search user accounts 
TREDS allows Department Admin’s to search for users in their department by Last Name, First Name, and Username. 


Modifying user information 
The TREDS Department Admin can edit certain information for an existing user. Fields that cannot be changed are grayed out.
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Posting a message on ‘News from My Department‘
Department Admin’s can post messages in the ‘News from My Department’ section. Messages posted in this section will be visible to everyone in the department. This feature can be used to communicate department wide alerts and FAQ’s.

To post a message, click on the ‘Post Message’ link in the ‘Operations’ section. Add/edit the message you want to post and click on the ‘Update’ button to save the changes.
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Advance TREDS Functions

Crash Report Status Description 
 

Search functions in TREDS

TREDS allows user to search crash reports based on a variety of criterions such as crash date, driver last name etc. The users can also do a quick search available on the upper right corner of the screen if they have the crash document number assigned by TREDS.
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When a user needs to perform a new search, click on ‘Reset Criteria’ link on the top or bottom of the search screen to clear out the existing search. Users can search crash reports based on Document Number, Status, Report Type, Crash Date, Military Time, Jurisdiction, Local Case Number, Officer Last Name and Officer Badge Number in addition to Report Type and Report Status. Report statuses includes PO Supervisor Review, PO Under Correction, PO Final Review. TREDS will return a maximum of 2000 search records. 
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Reporting in TREDS

Pre-Packaged Report
TREDS provides many valuable pre-packaged reports by county/city and by crash date range to all the users. To access these reports, login to TREDS and click on ‘Reports’ tab on the top right corner of the screen or ‘View Reports’ link in the operation list on the left side of the screen. 
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Here is an example of the report categories available. The TREDS team adds new categories and new reports under these categories periodically and hence this is not a final list.

For example here are the reports available under the Law Enforcement category
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Primary Login Role/Switching Roles

For users who perform multiple functions in TREDS (multi-role users), a primary login role is required.  When created, all users will be assigned a primary login role; however, when a user needs to perform functions other than those associated with that role, they will need to change their role. For example, if you submit and approve crash reports (Police Supervisor) and manage users (Department Administrator), your primary login role may be the Police Supervisor role.  When you login to TREDS, you will see only the operations associated with the Police Supervisor role (My Report Queue, Search for Crash Report, View Reports).   When you need to create/update a user in your department, you will need to switch roles to see the operations (Manage Users) associated with the Department Administrator role.   Follow the steps below to change your role:     

You can change your role for current login ONLY or for current and future logins:   
1.       Current Login ONLY – will allow you to perform different operations during the current login, but will not change your Home Page or operations for future logins

2.       Current and Future Logins – will change your Home Page and operations for the current login and all future logins until you change your primary login role

 How to Change your Role?
For current login only:
1.       At the top of the page on the left, you will see the role that has been set as your primary login role:  (i.e. “Logged in as Police Officer Supervisor”)
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2.       Click on the link, (Switch Role), to the right of the primary login role, and you will see a pop-up window which will include all roles that are available to you.
3.       To change the operations for this login only, select the role name for login role required and hit SAVE

For current and future logins:
1.       Follow steps 1 & 2 above

2.       To change the operations for current login and future logins, select the role name for the login role required and check the box ‘Make this my primary login role’ and hit SAVE

 TREDS and Report Beam Training

Training for TREDS and Report Beam is provided by the Transportation Safety Training Center (TSTC) at Virginia Commonwealth University. TSTC conducts class room training sessions around the state at different training academies. Please contact Anand Francis by email afrancis@vcu.edu to be included in the class schedule email list.

TSTC provides training videos in Report Beam, Smart Roads and TREDS on their website. To find the training videos please Google ‘VCU TSTC TREDS’ and choose the first link.

Custom Report Building in TREDS

TREDS utilizes Microsoft SQL Server 2005 Report Builder to allow users to create unique custom reports. SQL Server 2005 Report Builder is a ClickOnce application developed using the Microsoft .NET Framework version 2.0 and Windows Forms technology.
Report Builder comes with templates for table, matrix, and chart reports. Custom reports can be created by selecting a report-layout template and dragging data fields to a report-design area. Report Builder supports commonly used reporting features, such as filtering, grouping and sorting. We will demonstrate how to build each report type using examples in the following chapter.

Requirements to access custom reports
A user must have privileges to access custom reports. To check your privileges, click on ‘Switch Role’
 on the top of the screen and you will see a pop-up screen with all the available roles. To access custom reports, choose the ‘Reporting Analyst’ radio button and click ‘Save’. If you do not see the ‘Reporting Analyst” role then please contact the TREDS team at treds.saveslives@dmv.virginia.gov to add the ‘Reporting Analyst’ privileges to your account. 
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Note: User must also have Microsoft .Net framework 2.0 or higher installed on their computer. To get the latest .net framework package go to http://www.microsoft.com/net 
Building custom reports
To start building a custom report, log into the TREDS website https://treds.virginia.gov and switch role
 to ‘Reporting Analyst’. 

Under the ‘Operations’ section choose ‘Custom Reports’. This will download a ClickOnce application and will open the SQL Server 2005 Report Builder.


The report builder will prompt the user to enter their TREDS username and password.


After successfully logging into the report builder the user can start building custom reports
Creating a tabular (Table) custom report
As mentioned before the report builder allows users to create tabular, matrix and chart reports. A tabular report has a fixed number of columns. A matrix, or crosstab, report has a variable number of columns based on the results of the query.
Let us build a tabular report on the number of fatalities for each month in 2010 in the entire commonwealth of Virginia. Here the column is fixed i.e. ‘Month’
Step 1: Select a Data Source

The first step in creating a report is to define a data source. Report Wizard provides a list of all shared data sources in the report project. Let us select ‘TREDS Star’



Step 2: Choose a Report Type

The next step is to select the type of report you want. You can choose a tabular or matrix report. A tabular report has a fixed number of columns. A matrix, or crosstab, report has a variable number of columns based on the results of the query. Let us choose a tabular report. And select ‘OK’.

Step 3: Define Column and Row variables
The user will now see two panels on the left ‘Entities’ and ‘Fields’. Entities hold logically similar fields together. For example the entity ‘Agency’ holds the fields ‘Agency Name’, ‘Agency Description’ and ‘Agency Number’. Users should only use elements from the ‘Fields’ panel to create reports.
Going back to the example, to create a tabular report on all the fatalities by month in 2010 in Virginia, we need the following fields:

a. Fatal crash counts

b. Name of the months

The fatal crash count and similar statistical counts are under the entity name ‘Crash Facts’. Choose the entity ‘Crash Facts’ in the entity panel.
After the user selects the ‘Crash Fact’ entity, the fields’ panel will display all the fields under ‘Crash Fact’.


Drag and drop the ‘Fatal Crash’ field into the rectangular area as per the diagram below.


Next, select the entity ‘Time’ in the entity panel and select the ‘Month Name’ field and drag it to rectangular area as per the diagram.
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It is very important to filter only the data you want into your report. TREDS hold the data from many years and if the data is not filtered it will result in the report crashing.

Let us narrow down the results to just give us the data for the year 2010. To filter the data, select the ‘Filter’ button on the top panel of the screen.


And double click the field ‘# Year’. Click on ‘no value selected’ and select the year ‘2010’ and double click it to move it from available data panel to the selected data panel, and select ‘OK’



Now, in the design view the report should looks like the illustration below, with the report for the months and their respective fatal counts for the year 2010.

Name the report by clicking on the ‘Click to add title’ area and type ‘2010 Virginia Annual Fatality by Month’

Run the report by selecting the ‘Run Report’ button.


Users will see a ‘Report is being generated’ graphic and then will see the tabular report.


The user can export the report in various formats by exporting it for further analysis. To export the report, click on the ‘Export’ icon.

Creating a Matrix Custom  Report
A matrix, or crosstab, report has a variable number of columns based on the results of the query. For example, if we wanted to create a report of fatalities in a jurisdiction by the day of the week and the time of day (in 3 hour windows) for 2010, we would have to create 7 tabular reports, one report for each day of the week. But with the matrix report we can create the same report in one sequence of steps.

Step 1: Select a Data Source

The first step in creating a report is to define a data source. Report Wizard provides a list of all shared data sources in the report project. Let us select ‘TREDS Star’


Step 2: Choose a Report Type

The next step is to select the type of report you want. You can choose a tabular or matrix report. A tabular report has a fixed number of columns. A matrix, or crosstab, report has a variable number of columns based on the results of the query. Let us choose a matrix report. And select ‘OK’.

Step 3: Define Column and Row variables
The user will now see two panels on the left ‘Entities’ and ‘Fields’. Entities hold logically similar fields together. For example the entity ‘Agency’ holds the fields ‘Agency Name’, ‘Agency Description’ and ‘Agency Number’. Users should only use elements from the ‘Fields’ panel to create reports.

Now back to the sample report, we need the columns to be the days of the week and the rows to the time labels (in 3 hour intervals) and the data to represent the fatal counts. So we need the following fields,

a. Fatal crash counts

b. Time labels in 3 hour intervals

c. Days of the week

Select the ‘Crash Facts’ entity in the entity panel and then select the ‘Fatal Crash’ field. Drag and drop the field in the lower right corner rectangle (totals) in the report (see illustration).


Select the ‘Time’ entity and select the ‘Three Hour Label’ field. Drag and drop the field into the bottom left rectangle in the report.



Under the ‘Time’ entity select the ‘Day Name’ field. Drag and drop it in the top right corner rectangle in the report.

Let us narrow down the results to just give us the data for ‘Henrico County’ for the year 2010. To filter the data, select the ‘Filter’ button on the top panel of the screen.


And double click the field ‘# Year’. Click on ‘no value selected’ and select the year ‘2010’ drag it from the available data panel to the selected data panel, and select ‘OK’




Select the entity ‘Jurisdiction’ and double click the field ‘County Name’ and then select the county you want to in the report. Let us choose ‘Henrico County’.


Click ‘OK’ and now the report has to look like this in the design view. Notice the filter conditions are added below the report.


Run the report by selecting the ‘Run Report’ button.



Users will see a ‘Report is being generated’ graphic and then will see the matrix report.
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The user can export the report in various formats by exporting it for further analysis. To export the report, click on the ‘Export’ icon.


Creating a chart custom report

To represent the data graphically users can choose to create a chart type report. Note: Chart reports are the same as tabular reports except the data is represented graphically.
Lets us create a graphical report using the number of fatal crashes by month in 2008, 2009 and 2010 in Henrico County. This report will let us readily compare the crashes by month with previous years. 
Step 1: Select a Data Source

The first step in creating a report is to define a data source. Report Wizard provides a list of all shared data sources in the report project. Let us select ‘TREDS Star’


Step 2: Choose a Report Type

The next step is to select the type of report you want. You can choose a tabular or matrix report. A tabular report has a fixed number of columns. A matrix, or crosstab, report has a variable number of columns based on the results of the query. Let us choose a Chart report. And select ‘OK’.

Step 3: Define Column and Row variables
The user will now see two panels on the left ‘Entities’ and ‘Fields’. Entities hold logically similar fields together. For example the entity ‘Agency’ holds the fields ‘Agency Name’, ‘Agency Description’ and ‘Agency Number’. Users should only use elements from the ‘Fields’ panel to create reports.

In this example we need the following,

a. Fatal Crash Counts, 

b. Name of the months

c. Years 

d. Name of the county (Henrico) 

Now the report looks a little different than the tabular and matrix report because the information is grouped differently.


The data field has to be dragged and dropped on the top of the chart. The category field has to dragged and dropped in the bottom of the chart and the series field has to be dragged and dropped to the right side of the chart.

Knowing this information, select the ‘Crash Facts’ entity and select the ‘Fatal Crash’ field and drag to the top of the field. Select the ‘Time’ entity and select the ‘# Month’ field and drag to the bottom of the chart. And also select the ‘#Year’ field and drag to the right of the chart.
Now let us filter this graphical report for Henrico County and the years 2008, 2009 and 2010.

To filter the data, select the ‘Filter’ button on the top panel of the screen.


And double click the field ‘# Year’. Click on ‘no value selected’ and select the year ‘2008, 2009 and 2010’ drag it from the available data panel to the selected data panel, and select ‘OK’

Select the entity ‘Jurisdiction’ and double click the field ‘County Name’ and then select the county you want to in the report. Let us choose ‘Henrico County’.


Click ‘OK’ and now the report has to look like this in the design view. Notice the filter conditions are added below the report.


The graph defaults to a bar chart. Let us make graph into a simple line chart which will make the three series (years 2008, 2009 and 2010) easy to follow.

To change the graph type, right click on the graph and select ‘Chart Type’ and select ‘Line’ and then select ‘Simple Line’.


For more options on color and formatting select ‘Chart Options’. And to expand the size of the chart, select and drag the edges of the chart.
Run the report by selecting the ‘Run Report’ button.



Users will see a ‘Report is being generated’ graphic and then will see the graphical report.

The user can export the report in various formats by exporting it for further analysis. To export the report, click on the ‘Export’ icon. Note: Data behind the graphical reports cannot be exported. 
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Submitting Report





Change crash diagram to include parking lot





Change crash diagram to include parking lot








� Refer to page 6


� Refer to page 40 on how to switch roles in TREDS.


� Refer to page 40 on how to switch roles in TREDS.
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