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All registered users of LG Inform are able to build a basic report. The Report Builder is a
step-by-step wizard to help you build and save a report in LG Inform which you can later
share.

To access the Report Builder, please ensure you are signed in.
e Once signed in, you will see Report Builder as an option at the top of the page:

Local Govemment Association | LG Inform | LG Inform Plus | Data Help | About |

Home Searcn = Report builder | My LG Inform~ | AboutLG Inform~ : Feedback

e Click on Report Builder to bring up the page shown below:
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text map table

mpoert content from your library
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You will see various options to create a new report, edit details, add different components
and export the report.



Getting started
You have the following options to set the main properties of your report:
- Report properties
- Previous versions
- Add logo
- Add report title

Repon propenies o Iogo o remn o

Report properties:
Selecting Report properties will give you the option to name your report and give it a
description.

- The report name will show when searching and will also appear in My Library in LG
Inform. You will need to add a name to your report before being able to save it, but
all other elements can be added at any time.

- The description is optional, and is shown within LG Inform but not on the report

itself.
Report properties

Basic Features Services and tags

Report name:

Description:

- You can choose whether to have a front page cover or references page
o The references page will provide a list of sources for all metrics used in your

report
Report properties

Basic eatures Services and tags

Front page cover
Feferences page

- You can add tags and service areas to make it easier when searching

Report properties

Basic Features Services and tags

Add category tags: Add service:

Add up to 20 tags - m Add up to 20 services - m
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Previous versions:

Selecting Previous versions will allow you to see all versions of the report that you have
saved, or have autosaved.

- Previous versions will show all versions saved manually.

- The report will autosave after every change made, and these versions can be found
under Autosaves.

Previous versions and autosaves

Previous versions Autosaves

1 Test Thu, 30 Aug 2018 14:46:58 0 AutosaveThu, 30 Aug 2018 14:48:16

Add logo:
You can add your organisation’s logo to the report.
- The logo first needs to be uploaded to LG Inform. To do this, go to My LG Inform,
select Preferences and Save logo. This will give you the option to upload a logo in a
.gif, .jpg or .png format.
o You can only add one file to a report, therefore if you need to add multiple
logos, we would recommend combining them as one file

P e
Home | Search | Reportbu'der MyLG Inform~ & AboitLG Inform~ Feedback

Local L8

Government
Association
Home Preferences
Preferences
This page allows you to define key preferences for your LG Inform profile, including your area, logos, sharing aroups and mere. Your choices here will determine how the rest of
the site is presented to you. Please save your changes before leaving this page.
My area ©
View details of your default area and LG Inform administrator or change your default area
Save logo (+]

Uploa i il Ur reports

- Selecting Add logo will bring up the option below where you will be able to choose
from your previously uploaded logos.



Edit logo 9

Select a logo:

[ Select a logo image - ]

= N
Add report title:

Selecting Add report title will give you the option to add a title to the front page of the
report.

- Please be aware this is not the same as the report name that has been added
through Report properties. This title will show in the content of the report only.

S Addiogo A mporttis
text map table

Import content from your library

Edit report title 9

Report title:

Test Repord



Adding components to your report

You will be given the option to add various components to your report. You can choose
from text boxes, charts, maps or tables. You also have the option to add content from your
library.

Please note the report builder is not to scale, displaying the report smaller (67% of A4)

than the final version.
Add Add Add
text map table

mport content from your library

Add text
- Select Add text from the component options. The box below will appear — here you
can add any text, insert tables, upload pictures and add tokens.

Formats~ B 1
EB~ [Uplcad Addioken <

v oc
@ m

- ¥ DB L 2N

o A text token allows for text within the report to be automatically populated with
data and information. The token automatically pulls numbers and text directly
from the LG Inform database. When data is updated in LG Inform, the token
automatically updates with the latest information.

- Once you have added your text, select Save. You will see your text has been added
to the report. You can copy, edit or delete the component at any time.

text map table
mport content from your lirary N\
1y ! Test report for LG Inform
7 L
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Add chart

- By selecting Add chart, you will be provided with various options to create and edit

the appearance of your chart.

Add Add Add
text map table

mport content from your library

Test report for LG Inform

Add chart

Select data

Apply filters
Add your metrics:

Search for your metric

Bo.:
© o

g
O
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- Select data: here you can select the metric you would like displayed on your chart.
Type a key word, choose your preferred metric from the dropdown list, and select
Add. If you know the metric number, you can type this instead of a key word.

o

Add your metrics:

dependent children|

Households with dependent
children [ID:6078]

Households with two dependent 9
children [ID:339]

Househalds with no dependent 9
children [ID:337]

Percentage of Other household 9
types: With dependent children
[ID:1827]

TPl & g ot B i

If you hover over the
guestion mark, you
will find a short
description about the
metric, along with the
data source and
further details.

Select data

Apply filters

Add your metrics:

dependent children

Households with dependent
children [ID:6078]

Households with two dependent
children [ID:334]

Households with no dependent
children [ID:337]

Percentage of Other household
types: 'With dependent children
[ID:1827]

© O oKy

- households. This should be taken into account

Households with dependent children
Data for 2014 are based on ONS mid-year
population estimates and projected rates of
household formation from trends in Census
and Labour Force Survey data. The 2038
projections are from the 2074-basad
household projections, based on the 2014-
based population projections. Sub regional
household projections are less robust than
those at the regional level, particularly for
those areas with relatively small numbers of

in using the figures. Please note that due to
small population sizes, the data for City of

London and Westminster have been combined

and have been labelled as "Westminster'.

Source Name: Minisiry of Housing,
Communities & Local Government
Collection Name: Household projections and
estimates

Polarity: Mot applicable

Unit: Thousands
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o Any metrics in bold on the dropdown list can be broken down into greater
detail. Once you have added the metric, select Show metric options, and
Breakdown by.

Crime - Total - annual 1 o
Hide mefric options

Breakdown by None -

o All data included is automatically the latest available, however you can
change the period covered by selecting Show metric options, and choosing
your preferred dates.

Mumber of Lone parent not in t e.
employment: Total

Hide metfric options

Time period
» Most recent plus None v
or From 2011 -
To 2041 v
2 a tunas
Value types households v

You can also add other metrics for comparison within the chart should you wish. To
do so, follow the same process as above to select your preferred metric, and then
select Add.

Once you have added your data, select Next.

Select area: You will now have the option to choose  selectarea 00
the lead geographical area. This will automatically Seect i ares fo your char and i
have populated with the authority you have st seloet ot easton. o ares o1 gy
registered with, but you can change this from the group below.

Your lead area: 9
dropdown menu.

Wesiminster ‘

— Nong —

Aberdeenshire
Adur
Allerdale

Amber Valley

Angus



You can either have just your lead area data showing on the chart, or you can
choose to display it alongside data within a display area. Choose your display area,
and select Add.

Select other display areas: 9

Select a display area ‘ m

ondon|

Comparison group type
Greater London

Comparison group
Greater London (ADASS Region)
All fire authorities in London

All local authorities in London

You also have the option to create your own display group at this stage.
o To find out more about display groups, please take a look at our groups guide

here
Your lead area: 9

‘Westminster

Select other display areas: 9

Select a display area m

All London Boroughs {excl ° +

Select chart: you will now be given the option to choose the format of the chart that
you would like to create. Not all chart options will be available to select, dependent
on the type of data metric chosen and display area.

Select chart 9 °
Charts Map Table
ol il
Bar/Column Stacked 100%
baricolumn Stacked
bar/column
Pyramid Line chart Pie chart
chart

<o @

Scatter chart  Box plot  Radar chart

Bullet chart Gauge  Bubble chart
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http://e-sd.org/JvSVb/

o Select your preferred chart, and it will automatically be added to the report.

Test report for LG Inform CE & W ;

Number of Lone parent not in employment: Total (households) (2011) & Number of @ f @ @I
parent households with dependent children (r&gu?eholds) {2011} for All London Borolgs= yenel
Ity

0,000
15,000
10,000

S000

Mumier of Lone parent not in employment: Total 2011 Households
Mumier of All lone parent houssholds with dependznt chidren 2011 Households

Once the chart has been created, you can either select Finish or Customise further.
o You have the following options to further customise the chart:

Compare against 00

Customise labels and layout @) €

Colour selector 9 O
Add text 9 O
Let the user choose 9 O

= Compare against: add one or more summary statistics covering
minimum, maximum, mean, median, 25" percentile, 75" percentile
etc. The options available will be dependent on the chart type
selected.

= Customise labels and layout: edit axes and chart display.

= Colour selector: edit the colour range used within the chart. Options 1-
8 suite charts where polarity for the metric is not applicable. Options
10-16 suit maps, or data where polarity is applicable.

= Add text: add any text to appear above the chart.

= Let the user choose: allows you to give the user of the final report the
option to select metrics, areas or groups.
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Add map
- Select Add map on the toolbar to add a map to your report.
- You will be provided with the same options as with adding a chart:

o Select data
Add Add Add Add
text chart map table

o Select area
Import content from your IIOFEII",'

Add map

Select data

Apply filters

Add your metrics:

Search for your metric

Bo.:
© o

o Select map will only provide you with one choice and once clicked, your map
will appear in the report.

o Compare against will give you the option to determine the colours that will

show on the map through performance measurement scales (quantiles, equal

ranges, standard deviation or custom), the number of bands to divide the map

into and the comparison group to be used in these calculations.

Customise labels and layout

Colour selector

Add text

Let the user choose

O 0 O O

[~ Percentage of Lone parent not in employment: Total (%) {2011) for All London Boroughs Eﬁ}f@

Quantiles of All London Boroughs [excl City)
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Add table
- You can also add a table of data to your report. You will be provided with the same
options as with adding a chart or map:
o Select data
o Select area
o Add table
o Compare against
o Customise labels and layout
= You can edit the table axis which will change how the data is displayed

and sorted.
Customise labels and layout 9 °
Table title:
Crime - Vehicle offences recorded - quarterly

# Default title Custom title

Group axis options o
Group rows by: Metric type .
Then by: Period -
Then by: Value type b
Group columns by: Area -
Then by: ) -
Then by: ) -

o Add text

o Let the user choose

' Crime - Vehicle offences recorded - quarterly (crimes] (from 2017 G2 {12 months ending) tc 17 7% (273
] months ending}) for All London Boroughs (excl City) f @ 1
Offences against vehicles ;
Area 2017 @2 (12 2017 Q3 (12 2017 @4 (12 2018 Q1 {12
months ending) months ending) muonths ending) months ending) D
Crimes @
L V.. V.. V..
N 2518 2,823 2,742 2,748
Cagenham
Eamet 3788 3781 3,801 4188
E=uley 1384 1,054 2,047 2028
Eirant 3g32 3831 3983 4034
Eiromilzy 2430 3137 3,256 3,208

- Tables automatically display 30 rows of data on a report, so you may need to adjust
the table on the report to ensure you can see it in full when editing. Your table will
however be displayed in full once the final report has been exported.
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Editing components
As well as being able to edit each component, you can also edit how they appear on the

report. Each component will have three options as shown below:
RS W
@ Copy - this creates a duplicate of your component, allowing you to use the same

design and layout but displaying a different metric.

.
¢ Edit- selecting edit on each component will take you to the step-by-step wizard used
to set up the component initially to edit as required.

(o] Delete — this will remove your component from the report.
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Finishing your report

The reports are optimised for A4 printing, but all components can be adjusted to your
preference. If any of the content overlaps, or covers a page break it will be highlighted in

red:
[

Achievement of 5 or more A*-C grades at GCSE or equivalent, including English and Z.'athz‘l.\z w
values)(Latest) for Buckinghamshire & All English county local authorities

Hampshire
Hertfordshire
ent |
Lancashire
Leicestershire
Lis insk

3
North Yorkshire
Nor i e

fordshire |
Somerset

West Sussex
Worcestershire
0 5 10 15 20 25 0 35 40 45 50 55 60 65 70 75

Percentage of the count of pupils at the end of KS4

B P - -»

BB ccse acnieved (sA°C Inc. Eng & Maths) 2011/12 (academic) (Raw value)

You also have the option to move components around, and change the order of pages.
- You can drag and place the components to your preferred location, or use the
options on the right side of each component:

IrZz429 43.9=48.0

Once your report is finished...
Once you have completed your report, you can do the following:

- Preview: view the final version of the report as it will appear when printed. When in
Preview, you can also share, print or export your report.

- New: creates a new report, but ensure your existing report is saved beforehand

- Share: share your report with either individuals or groups

- Delete: all versions of your saved report will be deleted

- Export: export your report as either a PDF or RTF file, or as code embedded onto
your website (once embedded, data in the report will automatically update when
updated in LG Inform).

- Print: takes you to a new window with the option of printing your report.

- Save: save your report to your library on LG Inform
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For more information please contact

Local Government Association

18 Smith Square
London SW1P 3HZ

Email: Iginform@local.gov.uk

Local 48

Government

Association

Contact the Local Government Association
Telephone: 020 7664 3000

Email: info@Ilga.gov.uk

Website: www.local.gov.uk

© Local Government Association, September 2018

For a copy in Braille, Welsh, larger print or audio, please contact us on 020 7664 3000. We
consider all requests on an individual basis.
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