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REPORTS

They want them.

We make them.

Repeat.



DELIVERY MODES



“

”
COULD YOU JUST EMAIL IT TO ME AS 
AN ATTACHMENT?



THREE PIECES OF THE PROCESS

Contact Information
Customer Name 

College

Department

Email 

Etc.

Report
Data

Filtering

Arrangement

Analysis

Email
Body explaining purpose

Attachment

Signature



RETHINKING THE CONTACT LIST

• Add our Institutional Research & Testing 
(IRT) staff to the list.

• Add a signature column for standard 
employee email signatures.

• Add report flag columns to our 
contacts list.



IMPORT THE LIST 
INTO SAS

code



THE MISSING INSTRUCTOR REPORT

• For this demo we will 
be creating the 
Missing Instructor 
Report from an 
already existing SAS 
data set, 
missng_instructors.



BEGINNING OUR 
MACRO
• First we begin our macro that we will 

call reports_and_emails.
• Then we create a local macro 

variable called &missing_count.

• We use an %IF statement to move 
forward if there are records in the 
data set.

code



• The results viewer output for the 
&missing_count creation shows that 
there were observations in the data.

• We then create a copy of the data 
set sorted the way we need for our 
program with PROC SORT.

• Create a “colleges” data set with 
one record of each unique value in 
our data and add a count variable.

code



• We then create a &college_count
macro variable that gives us the 
total number of Colleges with 
missing instructors.

• The &college_count macro will be 
used to set the stop value of an 
index variable in an iterative %DO 
loop later in our code. 

code



CREATING MACRO VARIABLES 
FOR CONTACTS

Internal Contacts (IRT)
• &irt_name – The first name of the 

contact in IRT that is sending the 
reports.

• &irt_email – Their email address.
• &irt_signature – Their email 

signature.

External Contacts (Recipients)
• &contact_name – The point of 

contact first name(s). There can be 
more than one person.

• &contact_email – The email address 
for the report recipient(s).

• &college – The College for which 
they are a point of contact.



IRT MACRO 
VARIABLES
• We use SELECT :INTO in PROC SQL to 

create our “irt” macro variables that 
will be used in our emails later.

code



CONTACT MACRO 
VARIABLES
• We begin an iterative %DO loop with 

an index value of &i using 
&college_count macro variable as 
the stop value.

• Using PROC SQL, our contacts’ 
information is put into our “contact” 
macro variables.
• By joining the “colleges” data set we 

can filter for only the records whose 
“count” value matches the current 
value of &i.

code



CREATING THE CUSTOM REPORT
• Name our report file.
• Open the ODS EXCEL dialog and 

set file options.

• Print the data to the file using 
PROC PRINT.
• We are using &college in a 

WHERE statement to only pull 
records for the College that 
our contact belong to.

• Close ODS EXCEL.

code



REPORT OUTPUT
• Notice the report only contains 

courses for Arts and Sciences (AS), 
which is also the college the the 
contacts we created earlier were 
from.

• Also the tab on the spreadsheet has 
the College name on it.



DELIVERING THE REPORTS

• Set up the schedule.
• Create a &today macro variable 

that contains the current day using 
the TODAY function.

• Then use a conditional %IF 
statement to determine whether or 
not to send the report today based 
on customer preferences.
• For this program we used the day of 

the week  and College as filters.

code



SENDING THE 
EMAILS
• Use the FILENAME statement to 
create an external file that uses SMTP 
(Simple Mail Transfer Protocol).
• We are using ‘text/html’ for the 

CONTENT_TYPE option because our 
email body and signature are in HTML 
format.

• Then use a data step with the 
_NULL_ keyword to create the body of 
the email and send it out.
• Use PUT statements to insert text into 

the body of the email.

code



FINAL RESULT
We end up with a nicely formatted 
email, with the Missing Instructors Report 
for Arts and Sciences attached, that is 
sent to all of our Arts and Sciences 
contacts as well as our IRT contact.

We have also included all of the 
information the customer needs in the 
body of the email and the sender’s 
email signature.



FINISHING UP OUR  MACRO

• Close the %DO blocks.
• The innermost %END statement 

closes the block that followed the 
last %IF condition –today being a 
scheduled delivery date.

• The second %END statement 
completes the iterative %DO loop 
that set the value for &i and was 
used to create the &contact_email
and &college macro variables.

• The third and final %END statement 
closes out the code block for our 
first %IF condition – our  initial data 
set having at least one observation

code



END THE MACRO
Finally we end our macro code with a 
%MEND statement and call the 
reports_and_emails macro to run it.

code



QUESTIONS?
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