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Chapter 1 About This Guide

Chapter 1
About This Guide

1.1 Purpose

This User’s Guide provides instructions for those persons who will be using the Universal Report Server
(URS) software to view, schedule, and/or manage reports. A separate Universal Report Server
Installation Guide document provides detailed instructions for getting the product installed and running in
your system. This manual assumes the URS software is already installed and that system users have
been identified to URS.

1.2 Audience

This Guide is intended for those who want to know how to use Universal Report Server (URS) to perform
the tasks for which they have permission to run. These include viewing, scheduling, and/or managing
reports.

1.3 How To Use This Guide

This manual is organized based on what you want to do, or what you are permitted to do, as a user. The
sections of this User’s Guide cover:

e An Overview of the Universal Report Server software product

e Instructions for those users who can view, schedule, and manage reports

e Instructions for those users who can view and schedule reports

e Instructions for those users who can view reports only
Universal Report Server accommodates basically three types of users. If you know what type of user you

are, refer to the Table of Contents to locate the section and pages that apply to you. The following table
summarizes these functions.

User Type (has Description of function(s) Documented on
permission to) Page
View a Report e Select from a list of reports that have been scheduled for | 96
you and view them
Schedule a Report — e Select from a list the report you want to schedule. The 65
The above plus: list includes only reports that the Administrator has given

you permission to schedule.
e Assign parameters (if any) for the report
e Set the report schedule

e Indicate the internal and external users who should
receive the report

e Set the report’s default retention for all internal users

Manage Reports — All | e Register (define) report 33

of the above plus: e Identify users who will be permitted to set schedules for
a defined report and who may edit a defined report

e Set the initial schedule for the report

WERSA REPORTS 5
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Chapter 2
Introduction to Universal Report Server

2.1 Product Overview

The Universal Report Server is the first web report server to support nearly ALL report designers,
including SAP Crystal Reports, DevExpress XtraReports, Grape City/Data Dynamics ActiveReports,
Telerik Reporting, and others.

The Universal Report Server provides the following:

e An easy-to-use, AJAX-based web interface that is very intuitive

e  Work with any reporting package you want

e Schedule reports to run at any frequency

e Pass parameters to reports

o Distribute reports to other people inside and outside your organization

¢ Integrate with your security configuration

e Store reports in any format, including the native format of the report designer package
e Maintain old runs of your reports for as long as you want

Important Disclaimer: Universal Report Server operates with a number of third-party products. Those
products are mentioned in this document or other marketing documents from
VersaReports. However, those vendors own the copyrights and/or trademarks for
their products. VersaReports documentation only mentions those products but
does not endorse or imply any ownership in those products. Likewise, those
third-party vendors do not endorse Universal Report Server, nor does
VersaReports LLC — the creator of Universal Report Server — endorse any
specific report designer or third-party product.

2.2 Product Features In-Depth

2.2.1 Work With Any Designer You Want

Universal Report Server is programmed to handle reporting packages that do not have a packaged web
server, like DevExpress XtraReports, Telerik Reporting, or GrapeCity/Data Dynamics ActiveReports. If
there is another report designer not currently supported, then if it works with .NET and has a way for a
programmer to run the report from .NET code, VersaReports can show you how to easily integrate it into
URS. You'll get all the same features for your integrated package — including scheduling, security,
archival, and distribution — that are included with VersaReports URS.

2.2.2 Define Once, Schedule Lots of Times

Each report is defined once within VersaReports URS. Once the report is defined, it can be scheduled
multiple times. The report definition includes where the report is located (uploaded into the database or
stored on the web server's disk), the basic parameter information that the report accepts, and which users
can schedule the report to run.

Users who are selected to be able to schedule this report can then define when the report will be run and
the specific parameter values to supply for each scheduled run. So if you have been designated as a
scheduler and you want a production report to be scheduled at different times for different production
lines, you would define the production report once, but schedule it multiple times with a parameter value
specifying the production line for the report. You also define who you want to receive the report by
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entering individual users, the e-mail addresses of external users, the name of a distribution list that you
can define containing multiple users, and also file servers supporting FTP, Secure FTP, or FTP/SSL.

2.2.3 Schedule a Report to Run When You Want

URS has a very versatile scheduler that enables you to run your report once a day, once an hour, even
once a minute! Whatever makes sense for your report, VersaReports URS can handle it. When you
define a report's schedule, you can specify:

e When the report should first run;

¢ How often you want the report to repeat (by months, days, hours, or minutes);

e Which hours of the day, days of the week, or dates in the month you want the report to run

In other words, if you want to run a report once a month on the first of the month or every hour during the
first shift of every Monday, Wednesday and Friday, VersaReports URS can accommodate this.

2.2.4 Pass Parameters to the Report

Many reporting packages support the idea that you can pass parameters directly into the report before
you run it. With VersaReports URS, you can specify parameters as part of any scheduled report.
Parameter types include:

e Integer and/or floating point numbers, limited by high and low values specified by the person
defining the report that can be scheduled
e Any string of characters

e A date/time value, which can either be a specific date/time OR a relative date/time, like beginning
of the hour, beginning of the day, beginning of the week, beginning of the month, beginning of the
guarter, and beginning of the year.

e A string based on a set of choices (e.g., A, B, C, D) that are specified when the report is defined
to VersaReports URS.

e Boolean logic for “Yes” or “No” values.
The Report Administrator who creates a report can:

e Lock a parameter for all schedulers, which sets a default value for the parameter and is not
shown to a scheduler

e Lock a parameter and its value for some schedulers only, permitting other schedulers to change
its value

e Leave a parameter unlocked to allow all schedulers to change its value

2.2.5 Integrate With Your Security

Unlike other packages that force a particular authentication/authorization scheme on you, authentication
and authorization for VersaReports URS can come from any authentication/authorization scheme defined
for your network.

VersaReports URS includes authentication/authorization for the primary Windows security schemes:
Windows, Active Directory, and Forms Authentication. In addition, a special "no security" scheme is
provided for sites that only need to allow any user to be able to view any report without requiring
authentication.

2.2.6 Store Reports in Any Format

Most report designers support exporting a completed report to a variety of formats including PDF, Excel,
RTF, Microsoft Word, and TIFF images. Additionally, some report designers have their own "native"
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format that supports more complex report features — like table of contents and drill-down — and a native
viewer.

VersaReports URS allows you to schedule a report to produce output in any format supported by the
report designer package you select. For the native report formats, the site administrator can set up a
special viewing page (examples for many common report designers are included in the base package).
For other formats, the user is required to have the appropriate viewer (for example, Adobe Acrobat,
Microsoft Word, Microsoft Excel, etc.) already loaded on their workstation.

2.2.7 Maintain Old Runs of Your Reports for as Long as You Want

When a report is scheduled, it is provided with a default retention policy, specifying the number of days
before an old report expires or the number of successful runs that are retained for the user's viewing.

Additionally, every user that is permitted to view a scheduled report can also customize the default
retention policy to create a personal retention policy for that scheduled report. In other words, if the
report's scheduler defines the default retention policy to be 5 days and a user wants it to be only the last
10 copies of the report, that user can make that adjustment and it only affects the number of copies of this
report that user will see. Other users can adjust their retention policy to best meet their business needs.

2.2.8 Other Features of VersaReports URS

e Multi-threaded report runner, so that more than one report can be scheduled to run at any
moment (within the limits of your server's abilities)

e Time zone "normalization”, so that the timestamps are displayed using the time zone in the user's
location.

o A professional AJAX-driven web interface for all features.

e Easy integration of the VersaReports URS pages into an existing corporate portal via Master
Pages (a default Master Page is provided and you can change that page and the "skin" on the
controls within the main page to better integrate the look of VersaReports URS to match your
corporate portal look).

e Store completed reports in the database for security or on disk for faster access and easier
backup.

e Elect to be notified by e-mail or Twitter that reports have been added to your archive or that one
has failed to complete.

e Add a Universal Report Server RSS feed to popular portals like My Yahoo!, iGoogle, and My
MSN.

e Re-run areport in your archive using alternate parameter values and distribute to others or just
run it for yourself.

e Add notes to reports listed in your archive, rename them, and route them to others if desired.
e Easily copy a report or schedule.
e Unparalled customer service and technical support.

2.3 System Requirements

Universal Report Server is a Microsoft Windows Server-based application. Users and administrators
interact with the software via a browser; no Universal Reports Server software is loaded on the user's
workstation to interact with this product.

Users and report administrators work with Universal Report Server via one of several popular browsers:

o Firefox 2.0+
e Internet Explorer 7.0+ (no support for Mac workstations)
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e Safari 3.0+
e Google Chrome 1.0+

For all browser types, JavaScript and cookies must be enabled. For Internet Explorer, browser scripting
must be enabled.

In addition to the browser requirements, you may also need one or more of the following programs
installed locally on your PC to view the reports.

e Microsoft Excel (for spreadsheet reports)
e Adobe Acrobat (for PDF reports)
e Microsoft Word (for RTF and Word-based reports)

WERSA REPORTS 9
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2.4 Universal Report Server — Basics

2.4.1 Logging In

All users must login to the Universal Report Server web site to use it. Obtain the URL for the login page
from your system administrator or from the installer of VersaReports Universal Report Server.

Hint:  Once you are on the login page, you can save it as one of your favorites, or even save it as an
icon to your desktop.

For sites configured for Windows or ActiveDirectory authentication, your browser will prompt you for a
login and password.

For sites configured for “No Authentication,” you will see a page that only requires you to select the type
of user you are from a drop-down list. No password is required.

For sites configured for Forms Authentication, the Login page that is displayed to you will look similar to
that illustrated below.

ﬁ'h‘ersaRepurts Server - Login - Windows Internet Explorer

IE http:,l',l'lu:ucalhu:ust,l'urs,l'j bl ||| | X It) Live Search 2~

File Edit Wiew Faworites Tools  Help

<7 Favarites | ax @8 Suggested Sites = @8 | Wb Slice Gallery -

&8 VersaReports Server - Login | | % v B - 0 m= - Page - Safety + Tools - -

Username:

Enterywour user narme here,

Password:

Login » |

Done I_I_I_I_I_I_I%ﬁ;‘_ Local intranet | Protected Maode; OFf |«_:. - | & 100% - 4

1. Enter your user name and password and click Login.
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The first page to display shows the contents of the Reports Archive tab. The default view for this
information displays today’s reports sorted by date/time.

Zf'hl:I:p:,.-",.w"devZl]l]B,.-"VersaReports,.-"ReportsArchive.aspu - Windows Internet Explorer

@A - |g, htkp: fidevz008 Yersakeports/Repartsarchive, aspx j 1| K Igoogle wikip poiie
* '1'.4;? @ http: fidev2008 YersaReports/Reportsarchive .aspx | | f-} - E - - - |_’\:° Page - ‘_; Tocls + >
El
Change Password Logout
‘Y I I{ LoggedIn As Tom
Ollr 080 ere (GMT-0500) Eastern Time (I3 & Canada)
| Reports Archive Reports Scheduled Ta Run Reports Manager hy Settings
=I Reports By Date * Refresh Grid Left-click a row for context menus to operate on that row.
""" Today Schedule Name Created On v
..... Vesterday =] Employee List for Current Month Today @ 2:59 PM View
""" Past 7 Days .
@j Weekly Attendance Data Today @ 2:50 PM View
""" This Month
&  Crystal Reports wiParameters Today @ 2:50 PM View
""" Last Maonth
_____ Past 80 Days ",j Tom's Daily Report - AR Charting Demo Today @ 2:45 PM View
..... Al Tirme [E  ative Testfor Dist to Others Today @ 2:45 Ph Wiewn
+- Reports By Schedule Name @j Updated Weekly Attendance Data Today @ 2:41 Ph Wiewy
+J Reports By Report Mame E‘ﬂ Wieekly Attendance Data Today @ 12:30 Ph4 Wiew
" Deleted Reports
“ersaReports Universal Report Server Enterprize Edition wersion 1.3.0 @ Copyright 2009-2010 by WersaReports LLC. Al Rights are Reserved.
[
Done ’_ l_l_ l_l_ ’_|§i¢ Local intranet | Protected Maode: On [®0% - 4

Note: Depending on the permissions you have been granted within URS, you may not see the
Reports Manager tab.

2. This page is the starting point for all actions within Universal Report Server. The permissions you
have been granted may limit the actions you may take. Click the appropriate item on the page to
initiate the function you want to perform.

2.4.2 URS Permissions

Depending on how your system administrator has set you up in the system, you may not have permission
to perform all functions within the Universal Report Server. Your system administrator can advise you of
your permissions. However, you will be able to tell if you do not have access to a function because either
it will not be available to you or you will not be able to run it.

In general there are three permission levels. All users can view reports that they have received (those
found under the Archive Reports tab).

The table below summarizes these three user permission levels.

WERSA REPORTS 1
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Permission Level

Description

Report Administrator

Scheduler

Viewer

2.4.3 General Description of Tabs

You have the ability to add (register) reports to the
system, edit these report definitions, schedule
reports, and view reports.

You have been selected by a report’s administrator
to be able to schedule that report. You will not see
the Reports Manager tab and therefore you
cannot add reports.

You can view reports that have been scheduled for
you. You will not see the Reports Manager tab,
and the Reports | Scheduled tab will be blank.
Therefore, you cannot add, edit, or schedule
reports.

Note: If you have View-only type permissions,
you can become a user with scheduling
capabilities if the report’s administrator

grants that permission.

The Universal Report Server web interface has four main tabs:

e Reports Archive

e Reports Scheduled To Run
e Reports Manager

e My Settings

In general, the first three tabs show different views of the reports. Regardless of view, the grid (right-hand
area of the page) listing the report will refresh automatically every five minutes. A Refresh Grid link is
provided at the top of the grid to allow you to refresh more often as desired.

Each of these tabs is briefly described in the table below, and described in more detail in the chapter

section referenced in the table.

Tab Brief Description of Tab

More Information

Reports Archive

12

This tab lists all the reports that were scheduled for you, that
successfully ran, and that were delivered to you. You may
view any of the reports on the lists in this tab.

Section 5.2 Reports
Archive Tab on page
97

WERSA REPORTS
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Brief Description of Tab

More Information

Reports
Scheduled To
Run

Reports Manager

My Settings

This tab allows you to view and, if you have been granted
permission, manage report schedules. The Reports
Scheduled To Run tab contains three sub-tabs:

e Reports | Scheduled — lists any reports you have
scheduled, permits you to take certain actions on
these schedules, and allows you to create new
schedules.

e Reports Scheduled For Me - lists reports that
other users have scheduled for you to view.

e Reports to be Run - lists a combination of the
previous two tabs and and shows when the report
last ran, and when it is scheduled to run next.

This tab, available only to users who have been designated
Report Administrators in Universal Report Server, permits
those users to register (define) new reports and edit existing
reports.

If you are not a URS Report Administrator, you will not see
this tab.

This tab allows you to set your preferences for certain
functions within URS. The My Settings tab contains three
sub-tabs:

e Notifications — Select the report notifications you
would like to receive and how you want to be
notified (by e-mail or Twitter). Add the “My Universal
Report Server” RSS feed to your My Yahoo,
iGoogle, and My MSN accounts.

e Distribution Lists — Create and maintain
distribution lists.

e Personalizations — Select your time zone, choose
how you want time to be displayed (12/24 hour
clock) within URS, and indicate your preferences for
displaying report pop-up tool tips.

2.4.4 My Settings Tab
The three sub-tabs under the My Settings tab are:

o Notifications (see page 14)
e Distribution Lists (see page 22)
e Personalizations (see page 29)

WERSA REPORTS
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2.4.4.1 Notifications Sub-Tab

The settings in this tab allow you to select what report notifications you would like to receive and how you
want to be notified. It also lets you quickly add the Universal Report Server RSS feed to My Yahoo,
iGoogle, and My MSN.

A page showing the Notifications sub-tab is illustrated below.

{f'hl:I:p:,.-",.-"devZl]l]B,.-"UersaReporl:s,.-"MySettings.aspx - Windows Internet Explorer

@ = |g http:/{devz008/versaReports/MySettings, aspx j *9 || X ILive Search pelbs
{3 *‘1":]':? {éhttp:,l’,l’devZDDS,l’VersaReports,l’MySettings.aspx | | 1’-} - [3 R I-__;"Page - f_; Tocls «
Change Password Logout
Ii LoggedIn As: Tom
l our Logo ere (OMT-0530) Bssemn Time (U5 & Canad)
[ Reports Archive I Reports Scheduled To Run I Reports Manager 1 Iy Settings
Motifications [ Distribution Lists I Personalizations ]
Select notifications you would like to receive via e-mail: Your RSS Feed Information:
¥ New Report Added to Reports Archive -
Y| Report | Scheduled Failed To Complete I'IJ e
Y| Report Scheduled For Me Failed To Complete
B My Yarioo!
Enter E-mail Address to Receive These Notifications: [tom@versareports.com &3 Gougle
Select notifications you would like to receive via Twitter:
MNew Report Added to Reports Archive
Report | Scheduled Failed To Complete
Report Scheduled For Me Failed To Complete
Twitter Account: Password:
MNOTE: vou should use Protected Twitter Profiles for these notifications.
Although Twitter uses bit.ly for URL shortening, your Tweet text limits are pre-conversion, which limits
the length of the Tweet. To convert report URLs before sending them to Twitter and to provide
usage tracking, complete the following:
bit.ly Account: APl Key:
Save Motification Settings
“ersaReports Universal Report Server Enterprize Edition version 1.3.0 @ Copyright 2009-2010 by VersaReports LLC. Al Rights are Reserved.
|D0ne ’_’_’_’_’_’_Fu Local intranet | Protected Mode: On H100% - 2

2.4.4.1.1 E-mail and Twitter Notification

You may receive naotifications by e-mail or by Twitter. Select all the check boxes that apply. The table
below describes these options in detalil.
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Notification Option Description
New Report Added to Select this option to notify you whenever a report is added to your Reports
Reports Archive Archive area. This includes reports you have scheduled, reports scheduled

for you, and any reports that were distributed to you via the Distribute to
Others option.

If e-mailed, the notification will indicate that a report was run on your behalf
and it will show the report name, the date and time it was run, and provide a
link to view the report.

If Tweeted, the notification will simply indicate there is a new report and
provide a link for viewing it. (See #1 and #4 in the Twitter illustration below.)

Report | Scheduled Select this option to notify you whenever a report that you have scheduled
Failed To Complete does not complete. This includes when it fails because one or more Report
Recipients does not get the report.

If e-mailed, the notification will indicate the report name, the time it was run,
that it failed to complete, and then give the details of the failure.

If tweeted, the notification gives the name of the report, that it failed to
complete, and for you to return to the site for details. (See #2 in the Twitter
illustration below.)

Report Scheduled For Select this option to notify you whenever you do not get a report that has

Me Failed To Complete been scheduled for you by someone else. That is, you have been designated
as a Report Recipient on the schedule’s Distribute step, but you failed to
receive it.

If e-mailed, the notification will indicate the report name, the time it was run,
and that it failed to complete.

If tweeted, the notification gives the name of the report, that it was scheduled
for you, and that it failed to complete. (See #3 in the Twitter illustration
below.)

Notes for Setting Up Twitter and Using bit.ly

If you want to be notified on Twitter, you must have a Twitter account. Enter your account name and
password in the boxes provided. Click the Test button to verify URS can send you a Tweet. The
“Success!” message indicates everything is working and the notifications you indicated will be sent to
your Twitter account.

Twitter Account; tmornalley Password: Success!
NOTE: "ou should use Protected Twitter Profiles for these notifications.

Although Twitter uses hit.ly for URL shaortening, your Tweet text limits are pre-conversion, which limits
the length of the Tweet. To convert report URLs before sending them to Twitter and to provide
usage tracking, complete the following:

bit.ly Account; tmomalley APl Key: R_ablcfrafichbi5lefade

Save Motification Settings ]

“'#R*}f}AJ}‘)M.J\;IIJ‘ ‘,l""/!q‘l,\'u",‘/ » ,q"”"
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If you do not set up a bit.ly account, the Tweet from URS will have a full length URL (see the Tweet
labeled “1” in the illustration below).

When you set up a bit.ly account, find the bit.ly web page that gives you your bit.ly API Key. Copy that

key and enter it along with your bit.ly Account name in the boxes provided. Click the Test button to verify
URS can shorten the URL links. The “Success!” message indicates it is working and your Tweets will use
the bit.ly URL shortening (see the Tweet labeled “4” in the illustration below).

Home Profile Find Pes

What's happening?

16

Latest: New Report A44 Report Schedule at hitpfbid y/aDG4YK about 3 hours

ago

Home
tmomalley sNew Report End of Month Production Report at 4
http://bit.ly/bI951q
about 4 hours ago via web
tmomalley =Report Sched by Others fail of Crystal Reports
w/Parameters was scheduled for you and failed to complete. 3
aboul S hours 890 via web
tmomalley =Your Scheduled Report Twitter Test 2 of AAA Report 2
Schedule failed to complete. Return to site for details.
aboul S hours 890 via web
tmomallev SNew Rennrt Twitter Test 1 of AAA Repo... at
http:/i.your URL goes here.com Jversareports/GetReport ashﬁ.—E
rid=InX2AwjV90uencpBDXpYow%e3d%3d
aboul S hours 890 via web

LV W AT W ¥ SV NP ST N W N SN S I P Y W Y

WERSA REPORTS



Chapter 2 Introduction to Universal Report Server

2.4.4.1.2 RSS Feeds

The Notifications sub-tab provides a section for setting up one or more URS RSS feeds. The contents of
the feed is the information available on your Reports Archive page. If you want to add the Universal
Report Server feed to My Yahoo, iGoogle, or My MSN, you must have an account with that service. The
RSS 2.0 Feed icon (-) and the Atom 1.0 Feed icon (“**) are provided for you easily subscribe to these
feeds, and for you to be able to copy and paste them into your RSS Readers.

The example below shows adding the URS feed to your iGoogle account home page. Before beginning,
you should log in to your iGoogle account.

7 hittpe dev 2008 VersaReports MySet tings.aspo - Windows Intemnet Explorer
I - [ reiieszomsiversakepeetstysettias. o e B
UE AR et idev2008 VersaReportsMySettigs. s | | £~ B - & - rPage - (i Took ~

=1
Chissaps Paggwogd Logout

Your Logo Here (OMT.050 Exsen T (U5 & Cad

[ Reparts Archro T Reports Sheduled To Run T Reparti Marager ] My Sattings ]
Motifications ] Disknbagion Lisks T Personyloations ‘I

Select notifications you would like to receive via e-mail: Your RS5S Feed Information:
o+ New Repor Added to Reports Aschive .
+ Repon | Scheduled Failed To Complete E\f *]

+ Repor Scheduled For Me Failed To Complete

Enter E-mall Address 1o Receive These Notifications: Tmomalley@belsouthnet

Select notifications you would like 1o receive via Twitter:
+ Mew Repor Added to Reports Archive
# Report | Scheduled Failed To Complete
+ Report Scheduled For Me Failed To Complete

Twitter Account; fmemsliey Password; [ Text

HBTE: Vou thould urs Pecbacted Twatber Prafiles far théea natifications.

Alihough Twitter uses billy for URL shodening, your Tweet texi limils are pre-corwersson, which limils
thir lamgth of thee Tweel. To convert report URLs before sending them to Twitter and to provide
usage tracking, complete the following:

bitly Aceount: tmomalley AP Koy: R_afllcicaficbbiSletase

|_ ‘Swwe Motification Settings |

htp: ifusion. google comfsddTsarce=stgriferduri=bHp e P R OMGNBIORTOORPOREEOR " | | | | | | % Local intraneet | Protected Mode: O EY

Click the Add to Google link.
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[~ Add to Google - Windows Internet Explorer

G’f: v [ 1000 . e O SO 008 Cm G OB D 5 TA Y Do i i v S A oy 2| 3 K| e e P
WO 2 asstoGooge | | BBt rens Dok
=
Google desoose
My Universal Report Server
Latest reports run for Tom
f_'m_'_y COTRNTS N YT W ‘rersarepons pubbshers/rss-feed ashx \,: N2 Q20w
Google offers two different ways to keep uplo-date with your favorte sites
Your Google homepage bungs together Google Google Reader makes & easy to keep up with the
functionality and content from across the webd, on a latest content fom a large number of sites, all on &
sngle page single reading kst
Add to Googlebhomepage or Add to Google Reader
Sample ————— e Sample ey
ST s —
'
© 2010 Google - Help
X
r‘\lm > &

1t oo o000 ComfigisatpMet MDY oeasg NI T Rtsou el ddos bt adighc | | | [ [ | G tntemet | Protected Mode: On

On the Add to Google page, click Add to Google homepage.

WERSA REPORTS
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The Universal Report Server gadget is automatically added to your iGoogle home page.

/= iGoogle - Windows Internet Explorer

Oc -
S’

File Edit Miew  Fawaorites  Tools  Help

'?' Fikkp: [ S google, com)io

57 Favorites

g" iGoogle | |

Web lmages Videos Maps MNews Shopping Mail more »

iGoogle

|_ Google Search J | I'm Fe

#% Make iGoogle my homepage

= Home =
YouTube My Universal Report Server == Date & Time
Date & Time Tom's Daily Report - AR Charting Demo -
Weather Run on Iar 20 @ 7:00 P 11 12 4
Gmall AAA Report Schedule - Run on Mar 20 @ 10 \/
CHM.com 4:00 P q
Wy Universal Report ... End of Month Production Report - Run on .
Mar 20 i@ 3:20 P
Updates [

Friends
Weather ]

AZaCNAL o 4 B At e pbs s A e b s s A s oA CHELGORS & 4 4

The following example shows you how to subscribe to the My Universal Report Server feed.

In the Notifications sub-tab under the Your RSS Feed Information section, click the RSS 2.0 Feed
icon.

Your RSS Feed Information:

boatth g dh g panis g b N P
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On the subsequent page, click Subscribe to this feed.

My Universal Report Server

You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it is
added to the Common Feed List. Updated information from the feed is automatically downloaded to your
computer and can be viewed in Internet Explorer and other programs. Learn more about feeds.

& Subscribe to this feed

Tom's Daily Report - AR Charting Demo - Run on Mar 20 @ 7:00 PM

_’
Scheduled by Tom

AAA Report Schedule - Run on Mar 20 @ 4:00 PM
L ¥ ™ i I e e T o I e R it de ™ et i

On the resulting dialog box, click Subscribe.
Internet Explorer |

Subszcribe to thiz Feed

-\ YWhen you subzcrbe ko a feed, it s automatically added
to the Favorites Center and kept up to date.

M arme: o Universzal Beport Serve

Create in: IEJ Feeds j Mew folder |
| Sul:ushcril:ue I Cancel |

b

Your computer will periodically check online for updates to subzcrbed
feeds, even when Internet Explarer iz hat running. What's a feed?

WERSA REPORTS
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You have now subscribed to the URS feed and it has been added to you Favorites Center under the
Feeds tab.

/My Universal Report Server - Windows Internet Explorer
G:\*'Ia Petpe/f fveesaeportsioubishers(rss-foad. asha MdmheQWUNARDEM 00 %] ¢2 | X | [Le e Ple
Wi U Favorkes Center 45 My Universal Repcrt Server | | Py =) - e rPege = () Tock +

o Pavorkes ((Fe.. €+ X 2
§ Mcreseht fecds My Universal Report Server Oisplaying 20438

Ei Abom 1.0 LRS Fead
Crystal Reports w/Parameters - Run on Mar 21 @ 3:05 PM I

* AN 0

eterSuy Mw 1 2 1 -

Scheduled by Doe, John Sort by:
¥ Date

Crystal Reports w/Parameters - Run on Mar 21 @ 2:40 PM Tithe

‘ LU

Scheduled by Doe, John View feed properte

Crystal Reports w/Parameters - Run on Mar 21 @ 2:15PM
eiterdyy Mpoh 21 ! 3 SR

Scheduled by Doe, John

Weekly Attendance Data - Run on Mar 21 @ 11:50 AM

Suy, Maeoh 31, 3914, 134 A D
Scheduled by Tom

Weekly Attendance Data - Run on Mar 21 @ 11:40 AM
TesterGey, Maeoh 21, 030, 114 AM <)
Scheduled by Tom

RSS Feed Test of Tom's Daily Report - AR Charting Demo
«Run on Mar 21 @ 11:02 AM

esterday, Maen 21 2910, L3025 AM &
Scheduled by Tom

B S S T Ll

S
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2.4.4.2 Distribution Lists Sub-Tab

A distribution list provides a shortcut when entering recipients for a report in the Schedule a Report
wizard. A list can be comprised of user ids (internal users), e-mail addresses (external users), and other
distribution list names. Two types of lists may be created:

e Personal lists can be created by any user and can be viewed, edited, and used only by that user.
Note: A personal list can have the same name as a global list

e Global lists can be created only by Report Administrators. All users can view and use these lists,
but only Report Administrators can edit them. Any Report Administrator can edit a Global list no
matter who created it.

2.4.4.2.1 Creating A Distribution List

Start from the Distribution Lists sub-tab of the My Settings tab.

Chatyge Password Logout

Your Logo Here

[ Reports &rchive T Reports Scheduled To Run I Reports Manager ] by Settings

Muotifications | Distribution Lists | Personalizations

Distribution Lists for Any Reports You Can Schedule:

Distribution List Mame

Accounting Department W & :
Accounts Payable v # g
Secounts Receivable 7 # T

. v F -
NPRRAS -5 S L U PR NP PP IPY RS PSPy

1. Click Create a New List.
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A section opens above any existing lists for you to name the list and define the users within it.

ﬁ'hl:tp:,.-",.-"dele]l]B,-"UersaReports,.-"MySettings.aspx - Windows Internet Explorer

@7 v |g http:fidev2008 YersaReports My Settings, aspx j *2 (% ILive Search P
* kr @http:,l’,l’dEVZDD8,l’\u'ersaRepDrts,l’MySettings.aspx | | f?ﬁ B o I:}’Page - _<_; Tools »

Change Password Logout

You.l' L080 I_Iel’ (& (CMT-0500) Eastern Tﬁfg&dslzizizg

[ Reports Archive T Reports Scheduled To Run I Reports Manager 1 My Settings |

MNotifications | Distribution Lists | Personalizations

Distribution Lists for Ani Reions You Can Schedule:

Distribution List Mame Global?

Enter the users, e-mails, and other distribution lists to include in this list, one per line:
[Mote: To include a global distribution list, prefi: the distribution list name with "global:"]

Actions: 3§ Cancel o7 S8WE

»

Accounting Departrment v Id i
Accaunts Payable v r A=
Accounts Receivable v & i
Executive Management v I'd i
My & List # T
Payrall v Id |i

o

|

WersaReports Universal Report Server Enterprize Edition version 1.3.0 @ Copyright 2003-2010 by VersaReports LLC. 21 Rights are Reserved.

&3]
| [ [ [ | [ [ Localintranet | Protected Mode: on HI00% - g

In the Name box, type a meaningful name for the distribution list.

If you are a Report Administrator, in the Is Global box, click Yes if you want all users to be able to
view and use this list. If you are not a Report Administrator, No is always selected and you are not
able to change it.

In the unlabelled user name entry box, type the user ids of internal users, e-mail addresses for
external users, and/or other distribution list names, if desired. If you have more than one entry, type
each one on a separate line (hit Enter after each entry).

Note: If you have a personal list with the same name as a global list, to include the global list name
within your list, prefix the name with “global:”. (The personal list name will be used if the
global: prefix is not used.)
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devy2008,/YersaReports /MySettings.aspx - Windows Internet Explorer

@:/. - |g, hittp:fidev2008 YersaReports My Settings. aspx

i:? abp Q,_, ' htkpeffdev2008 YersaReparts Iy Settings, aspx | |

j | K IleeSearch

- -y v |k Page » (CF Tools v >

Your Logo Here

Maotifications ] Distribution Lists [ Personalizations ]

[ Reports Archive T Reports Scheduled To Run I Reports Manager ] hy Settings

Change Password Logout
LoggedIn As: Tom
(GMT-05:00) Eastern Time (U3 & Canada)

&l

Distribution Lists for Any Reports You Can Schedule:

Distribution List Marme

Global?

Mame: Sales & Marketing Is Global:

[Mote: To include a global distribution list, prefi< the distribution list name with "global*]

Yes

Enter the users, e-mails, and other distribution lists to include in this list, one per line:

Sales Departrnent
jPhillipsi@salesPro.com
aandy|

Actions: $§ Cancel @%VE
Wt

Accounting Department
Accounts Payable
Accounts Receivable
Executive Management
by 2 List

Payrall

Q Q9 €

<

“erzaReports Univerzal Report Server Enterprize Edition version 1.3.0 @ Copyright 2009-2010 by YerzaReports LLC. Al Rights are Reserved.

=

|javascript:WebForm_DoPostBackWithOptions(new ‘\WebForm_PostBackOptions("ct00$MainConte ’_ l_l_ ’_ l_l_ |€§ Local intranet | Pratected Mode: On o 100%

T 4

5. Click SAVE when you have completed your list.

24
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Invalid entries are reported to you through an error message.

dev2008,/¥YersaReports/MySettings.aspx - Windows Internet Explorer

@:—: - |g, http:/{devZ005 VersaReports/MySetkings. aspx

12? ﬁ'ﬁ? @ http: fidev2008/VersaReports My Settings, aspx | |

j 2| X ILiveSearch

- - (e v |k Page - (CF Tools - »

Your Logo Here

Change Password Logout
LoggedInAs: Tom

(GMT-05:00) Eastern Titme (U3 & Canada)

Motifications ] Distribution Lists [ Personalizations ]

[ Reports Archive T Reports Scheduled To Run T Reports Manager ] Iy Settings

Distribution Lists for Any Reports You Can Schedule:

Distribution List Mame

Global?

® The following entries cannot be resolved or are duplicates:
Mot Walid: Sales Department
Mot Walid: aandy

Mame: Sales & Marketing Is Global:

[Mote: To include a global distribution list, prefi: the distribution list name with "global”)

Sales Department
JPhillips@=alesPro.corm
aandy

Actions: 3¢ Cancel ¢ SAVE

Enter the users, e-mails, and other distribution lists to include in this list, one per line:

es

—

Accounting Department
Accounts Payable

Accounts Receivable

4

’_ ’_ ’_ l_ ’_ l_ |§i Local intranet | Protected Mode: On

“erzaReports Universal Report Server Enterprize Edition version 1.3.0 @ Copyright 2009-2010 by VersaReports LLC. 8l Rights are Reserved.

HI00% v g

WERSA REPORTS
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2.4.4.2.2 Maintaining A Distribution List

Once a list has been created, you can edit the recipients on the list or even delete a list.

Editing a List
ﬁ'http' { /dev2008,¥YersaReports /MySettings.aspx - Windows Internet Explorer
@:/ - Ig‘ http:fidev2008 YersaReports My Settings, aspx j 5 (1% ILive Search o=
= ea, »
* *‘1'3? '_féhttp:,l’,l’dBVZDDS,I’VersaReports,l’MySettings.aspx | | @ - E] v . ,-_;:"Page ~ 0 Todls -

Change Password Logout

Your Logo Here s

[ Reports Archive T Reports Scheduled To Run ] Reports Manager ] ey Settings

Maotifications ] Distribution Lists [ Personalizations ]

Distribution Lists for Any Reports You Can Schedule:

Distribution List Marme Global?

Accounting Department ] 4 i
Accounts Payable ] 4 i
Accounts Receivable W i
Executive Management v %
Moy A List ra=|
Payrall v # o
Repart Managers List v £ ]
Tam's Distribution List # o

“YersaReports Universal Report Server Enterprize Edition wersion 1.3.0 @ Copyright 2009-2010 by YersaReports LLC. A Rights are Reserved.

=]
|MySett\ngs.aspx l_ l_l_ l_ l_l_ |§h Local intranet | Protected Mode: On | A0 - 4

1. To editalist, click the pencil icon ( # ) corresponding to the list name. A section opens for the
existing list showing you the name of the list and the recipients previously defined for it.
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ev2008/¥ersaReports,/MySettings.aspx - Windows Internet Explorer

@:/ - IE http:fidev2008 YersaReports My Settings, aspx j 5| X ILive Search ol
i:? ke (& http:}jdev2005 VersaReports My Settings. aspx | | @ B - Qé; - I:}’Page - _f}- Tools » >

Your Logo Here

[ Reports Archive T Reports Scheduled To Run T Reports Manager ] My Settings

Motifications ] Distribution Lists [ Personalizations ]

Change Password Logout
LoggedInAs: Tom

(CWT-05.00) Eastern Time (U3 & Canada)

Distribution Lists for Any Reports You Can Schedule:

Enter the users, e-mails, and other distribution lists to include in this list, one per line:
[Mote: To include a global distribution list, prefi: the distribution list name with "global:"]
bob@custornbytes.biz
ray@custombrytes.big

Actions: 3§ Cancel Q?%VE

Executive Management v
Py & List
Payrall v

Distribution List Marme Global?

Accounting Department v i =

Accounts Payable 4 i

Accounts Receivable v i
Mame: Accounts Receivable Is Global: Yes

<

|javascript:WehFnrm_DnPnstBackWithOptinns(new ‘WebForm_PostBackOptionsicHDO$MainCaonte ‘Q‘; Lacal intranet | Pratected Mode: On

“erzaReports Univerzal Report Server Enterprize Edition version 1.3.0 @ Copyright 2009-2010 by VersaReports LLC. Al Rights are Reserved.

=

0% v g

2. Make your changes to the list and click SAVE.
Note:

You may change the name of the list if you want. This name change will be reflected in any

distribution lists and report schedules that include this list as a recipient.

WERSA REPORTS
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Deleting a List

ﬁ'hI:I:p:,.-",.-"dev2l]l]B,.w"\l'ersaReporl:s,.-"MySettings.aspx - Windows Internet Explorer

@: - |g http:ffdev2008/VersaReports/MySettings, asp: j || % ILive Search 0|~
»
ﬂ? '1'?? @http:f,l’daVZDDB,I’VersaReports,l’MySett\ngs.aspx | | ﬁ - E - -~ l-_:_“"Page - o Tods -

Change Password Logout

Your Logo Here

[ Reports Archive T Reparts Scheduled To Run T Reparts Manager ] Ity Settings

Motifications | Distribution Lists I Personalizations

Distribution Lists for Any Reporis You Can Schedule:

Distribution List Marme Global?

Accounting Departrment v rae)

Accounts Payahle v rd j

Accounts Receivable v rd j

Executive Management v V' j

by & List # ;"_')

Payrall v i @@l
Report Managers List v rae)

Tom's Distribution List # ]

“erzaReports Universal Report Server Enterprize Edition verzion 1.3.0 @ Copyright 2009-2010 by VersaReports LLC. All Rights are Reserved.

=
|MySettings.aspx l_ l_ l_l_ ’_ l_ |€'§¢ Local intranet | Protected Maode: Cn 0% - v

1. To delete a distribution list, click the wastebasket icon ( = ) corresponding to the list name. A warning
dialog box displays informing you that if there are report schedules using this distribution list, those
recipients in this list might not receive the report.

Windows Internet Explorer | x| |

Deleting this distribution list may affect the rouking For one or
L /.' more scheduled reports, Are wou sure you want ko delete this
= distribution list?

Ik I Zancel

2. Click OK to confirm the deletion, or Cancel to abort.
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2.4.4.3 Personalizations Sub-Tab

The Personalizations sub-tab is used to establish certain individual settings including selecting your time
zone, choosing how you want time to be displayed within URS (12 or 24 hour clock), and indicating your
preferences for displaying report pop-up tool tips.

Zf'hI:tp:,.-",.-"devZl]l]B,.-"\l'ersaReports,.-"MySettings.aspx - Windows Internet Explorer

@A - |g http: fidev 2008/ VersaReports My Settings, aspx j || X ILive Search 2=
W g i ) »
,éhttp:,l’,l’de\.-'2008,!’VersaReports,l’MySettlngs.aspx | 1’:} - E - [ - ;o Page -+ (O Tools -

Change Password Logout

You.l' L080 I_Iel’ (S (CMT-D5-00) Eastern ﬁfiﬁ?@iﬁg

[ Reports Archive T Reports Scheduled To Run I Reports hanager 1 Iy Settings |

Motifications I Distribution Lists 1 Personalizations |

Select Time Zone for Where You Are: | (GMT-05:00) Eastern Time (US & Canada) ¥ |

Display Time using: | 12-Hour Clack {e.q., 8:00 PM) - |

Select Delay Time For Report Archive Tips: ) Report Archive Tips Are Not Displayed
© Delay Before Report Archive Tips Are Displayed: 2.0 < seconds

Save Personalizations

“erzaReports Universal Report Server Enterprize Edition wersion 1.3.0 @ Copyright 2009-2010 by YersaReports LLC. All Rights are Reserved.

]
Done l_ l_ l_ l_ l_ l_ |§i¢ Local intranet | Protected Mode: On H00% - 4
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2.4.4.3.1 Setting Your Time Zone

The initial setting for your time zone will be the same as the time zone of the server. The
Personalizations sub-tab permits you to change this setting to the correct one for your location.

1. Inthe Select Time Zone for Where You Are list, select the appropriate time zone for your location.

Zf'hI:I:p:,.-",.-"devZl]l]B,.-"\l'ersaReports,.-"MySel:I:ings.aspx - Windows Internet Explorer

@’—q - |g http: fidev2008 YersaReports/My Settings, aspx j *||% ILive Search Pl
- ¥
52? '1'% @http:,|’,|’dEVZDDS,l’\fersaRepnrtsIMySettings.aspx | | ﬁ} ® E T - v l'_;\,"Page ~ (0 Tools -

Chatge Password Logout

Your Logo Here (T 050 Bastem T 56 Gt

[ Reports Archive T Reports Scheduled To Run T Reports Manager 1 My Settings |

Motifications I Distribution Lists ] Personalizations |

Select Time Zone for Where You Are: |(GMT-05:00) Eastern Time (US & Canada) |7

(GMAT-10:00) Haweaii
(GMAT-09:00) Llaska 1
(GRAT-08:00% Pacific Time (U5 & Canada)
(GRAT-08:00) Baja California
Select Delay Time For Report Archive (GMT-07:00) &rizona hyed
(GMT-07:00) Mountain Time (U3 & Canads o Displayed: 2.0 2 zeconds
(GRT-0T:00% Chihuahua, La Paz, bazatlan

Display Time using: | 12-Hour Clack (e.g.,

(GRAT-06:00) Saskatchewan

(GRAT-06:00% Central Tirme (S & Canada)
(GRAT-06:00) Guadalajara, Mexico City, Mo
(GRAT-06:00% Central America -
(GMAT-05:00) Indiana (East)

Save Personalizations

(GRT-04:300 Caracas
(GRAT-04:00) Atlantic Time (Canada)
(GRAT-04:00) Cuizba

(GRAT-04:00) Georgetown, La Paz, Manaus,

(GRAT-04:00) Santiago
AP g T T Y WS N LTV N S R W PN WP A A SR S PY N SN ST WA YW T TV VN R

2. If you don’t have any other changes on this tab, click Save Personalizations.

3. Click OK to the confirmation dialog when it displays.
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2.4.4.3.2 Choosing How to Display Time

All time pickers and time displays in URS are controlled by the same applet. You can choose whether you
want the time displayed to you using the 12-hour clock or the 24-hour clock. This setting is only for you.
Another user may choose a different time display.

1.

2.

3

In the Display Time using list, select your preference for displaying the time.

Zf'hI:I:p:,.-",.-"devZl]l]B,.-"\l'ersaReports,.-"MySel:I:ings.aspx - Windows Internet Explorer

@a - |g http: fidev2008 YersaReports/My Settings, aspx j 2| X ILive Search yel
o - B - = - 2k Page + (0 Tools + 7

ﬂ? ke @http:,l’,l’dEVZDDS,I’VersaReports,l’MySettings.aspx | |

Change Password Logout
LoggedIn As: Tom

You.l' L080 I_Iel’ (& (GMT-05:00) Eastern Time (U3 & Canads)

[ Reports Archive T Reports Scheduled To Run T Reports banager 1 Iy Settings |

Motifications I Distribution Lists ] Personalizations |

Select Time Zone for Where You Are: | (GMT-05:00) Eastern Time (US & Canada) = |

Display Time using: |[4-Hour Clack (e.g,, 20:00)
12-Hour Clock
Select Delay Time F..MU,D,LirClDCE

—rvepoit Archive Tips Are Mot Displayed
@ Delay Before Report Archive Tips Are Displayed: 2.0 < seconds

[ Save Personalizations

e PP SV PP N N Y S o W N R T Y WV NP St TN RN T SNTRPE U W S RV Y W WY W W W

If you don’t have any other changes on this tab, click Save Personalizations.

. Click OK to the confirmation dialog when it displays.
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2.4.4.3.3 Setting the Delay Time for Report Archive Tips

On the Reports Archive tab, you can hover over any report listed in the grid to see a pop-up tool tip that
displays information about the report. (See Section 5.2.1.1 Report Details on page 98 for details.) Use
this setting to choose whether you want to see the Report Details pop-up tool tip and to set the delay
before it is shown to you.

1. Click the option to display the Report Archive tool tips or not to display them. If you choose to display
them, then in the Seconds box type or select the number of seconds (to the tenth of a second) of
delay you want before the tool tip is displayed. 5.0 seconds is the maximum delay permitted.

://dey2008/¥ersaReports,/MySettings.aspx - Windows Internet Explorer

@.\ y - |g http: fidev2008 YersaReports/My Settings, aspx j || X ILive Search RP-

& o 53
{? *‘1":]':? {éhttp:,l’,l’dEVZDDS,I’VersaReports,l’MySettings.aspx | | f-} b [3 v [ v I-__\,"Page - Cf Tools -

Change Password Logout

YO]J.].’ L080 I—Iefe LoggedIn As: Tom

(GIT-05:00) Eastern Titme (U3 & Canada)

[ Reports Archive T Reports Scheduled To Run T Reports banager 1 Iy Settings |

Motifications I Distribution Lists ] Personalizations |

Select Time Zone for Where You Are: | (GMT-05:00) Eastern Time (US & Canada) ™ |

Display Time using: | 12-Hour Clack {e.g., 8:00 PM) - |

Select Delay Time For Report Archive Tips: O Report Archive Tips Are Mot Displayed
@ Delay Before Report Archive Tips Are Displayed: 15 < seconds

4

Save Personalizations

P W NE ¥ N SR P A N R N W Y T W LTV P P NV WY W R VR Y N T W N ST Y W A

2. If you don’t have any other changes on this tab, click Save Personalizations.

3. Click OK to the confirmation dialog when it displays.
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Chapter 3
Registering and Editing Reports

3.1 Overview

Before any reports can be scheduled for viewing, they must be “registered” (defined) within Universal
Report Server. You can add any number of reports to the Universal Report Server that come from any
number of report designers. The basic steps are:

1. Define the specific report information
2. Specify the parameter information needed to run the report

3. Indicate if the values for any of these parameters need to be locked for all schedulers, locked on
a scheduler-by-scheduler basis, or unlocked for all schedulers

Define who can administer and schedule the report

Assign default values to parameters for individual schedulers for those parameters defined this
way

All of these steps are handled in a single, easy-to-use Define a Report wizard that is started from the
Reports Manager tab. You may register a report only if you are a Universal Report Server report
administrator or have an equivalent administrative permission level. In fact, if you are not an
administrator, the Reports Manager tab will not be available. The Reports Manager tab is described in
detail in the next section of this chapter.

Once a report has been registered, it may be edited to make any necessary changes to it. Editing may
only be done by the original Report Administrator who defined the report, or by other Report
Administrators that have been added as an Administrator for this report in Step 4 of the wizard. Editing a
report uses the same Define a Report wizard as its initial definition.
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3.2 Reports Manager Tab
The Reports Manager tab is available only to users who have been designated Report Administrators in
Universal Report Server. If you do not have this permission level, you will not see this tab.

The initial page displayed for the Reports Manager tab is illustrated below.

f.“http:,‘-",.-"dev2IJIJB,.w"VersaReports,.-"RepnrtsManager.aspH - Windows Internet Explorer

@A - |g, http:jidew2008 YersaReparts/ReportsManager aspx

j (| X Igongle wikip L\~
52? alp (&8 http: ) jdevz008 VersaReports{ReportsManager. aspx | | {fﬁ -l - oo - J Page ~ ‘.} Took -~ >
Change Password Logout
-Y | I{ LoggedIn As: Tom
0111’ 080 ere (GMT-05:00) Eastern Time (U3 & Canads)
[ Reports Archive T Repaorts Scheduled Ta Run | Reports Manager oy Settings
~[® Register a Mew Report “aRefresh Grid Left-click a row for context menus to operate on that row.
"-_—'-‘ Reparts By Category Report Marne Description Report Created By
" &R3 Demos Mo records to display.
* Crystal Reparts Dermos
) Recently Deleted Reports
“erzaReports Universal Report Server Enterprize Edtion version 1.3.0 @ Copyright 2003-2010 by YersaReports LLC. &l Rights are Reserved. J
Done ’_l_l_l_l_ l_ |§¥ Local intranet | Protected Mode: On H100% - 2

The Reports Manager tab permits you to:

34

¢ Register (define) a new report.

Edit the definition of an existing report (left-click the report name and select Edit Report). This
does not edit any report schedule that has been defined.

Delete a report (left-click the report name and select Delete Report)
@)

If last report in a category is deleted, the category is deleted also (may have to refresh to
see the category disappear)

e Create a schedule for a report (left-click the report name and select Create Schedule For This
Report).

e Run areport immediately using values you supply in a mini-scheduler wizard (left-click the report
name and select Quick Run)

[ )

Copy the report (left-click the report name and select Create New Report From This One...)
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e View deleted reports and restore them if desired

o If deleted report is restored and it is the only report in its category, the category is
restored as well (may have to refresh to see the category redisplayed)

Click an item in the left panel to initiate the actions listed below.

3.2.1 Register a New Report

Click Register a New Report to start the Define a Report wizard to add a new report to URS. Refer to
Section 3.3 Registering Reports — the Define a Report Wizard on page 36 for this wizard’s details.

3.2.2 Reports by Category

When a report is added to URS, the Report Administrator assigns it to a user-defined category. Those
categories are listed here in an expanded tree format. (You can collapse the tree by clicking the [-1.) This
grouping helps you to identify any reports you might want to take action on.

When you click one of the categories, the grid area of the page is populated with the names of reports
that were placed into that category. However, the only reports that will be displayed to you are either the
ones you have defined yourself or ones that another Report Administrator has given you permission to
administer.

The actions you can take on these reports include:

e Edit Report: Invokes the Define a Report wizard permitting you to make changes to the existing
report definition. Refer to Section 3.4 Editing Reports on page 54 for instructions on editing a
report.

e Delete Report: Removes the selected report from Universal Report Server and any associated
schedules built for this report. If a user's Reports Archive list contains a scheduled copy of this
report, the deleted report definition is placed in the Recently Deleted Reports list. Otherwise, it is
deleted permanently with no recovery mechanism. Refer to Section 3.5 Deleting Reports on page
56 for instructions on deleting a report.

e Create Schedule For This Report: After you register (create) a new report, you may want to be
able to create a schedule for it immediately. This action permits you to do that and eliminates
your having to go to the Reports Scheduled To Run tab to create the schedule. This action
invokes the Schedule a Report wizard, but the first step is abbreviated since you have already
selected the report for which you want to create the schedule. Refer to Section 3.7 Create
Schedule For This Report on page 59 for instructions on creating the schedule.

e Quick Run: Runs the report immediately using schedule-type information you enter into a short
wizard (a schedule name, any parameters, and the report format). You will be the only recipient of
the report. Refer to Section 3.8 Quick Run on page 60 for instructions on running the report.

e Create New Report From This One...: Creates a duplicate of an existing report by invoking the
Define a Report wizard that contains all the information of the report being copied. Refer to
Section 3.9 Create New Report From This One... on page 62 for instructions on creating a copy
of the selected report.

3.2.3 Recently Deleted Reports

This section lists reports that have been deleted (see Reports by Category above) but copies of this
report remain in one or more user’s Reports Archive. Reports on this Recently Deleted Reports list will be
automatically removed when the last report in users’ Report Archive lists is gone, either by manual
deletion or via the Retention Rules.

Click Restore Report to reinstate this report. Any schedules built for this report, however, will have been
lost. Refer to Section 3.6 Restoring a Deleted Report on page 58 for instructions on restoring a report.
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3.3 Registering Reports —the Define a Report Wizard

The steps for registering a report are contained in the Define a Report wizard that is initiated from the
Reports Manager tab.

1. Click the Reports Manager tab. The actions for this tab display in the left panel.

ﬁ'http:,-“,.f'dEVZODB,-"VersaReports,.-"ReportsManager.aspx - Windows Internet Explorer

@: - IE http: fdew 2008/ Yer saR eports [ReportsManager. aspx j *2| X Ignngle wikip Felibs
»
3:? R’H? @http:,l’;’davZUU8,i\-'ersaReDorts,l’RepDrtsManager‘aspx | | f-’} - E - - v ;}“Page v O Tooks -
[

Change Password Logout

Your Logo Here Logged In &5 Tom

(GMIT-05:00) Eastern Titme (U3 & Canad)

[ Reports Archive T Reports Scheduled To Run | Reports Manager Iy Settings

[% |Register a New Report ¥ .Refresh Grid Left-click a row for context menus to operate on that row.
*:J'"LI_'J Reports By Catefory

Report Marme Description Report Created By
Mo records to display.

: j Recently Deleted Reports

“erzaReports Universal Report Server Enterprize Edition version 1.3.0 @ Copyright 2009-2010 by WersaReports LLC. All Rights are Resetved.

E
Done f_l_l_l_l_l_ﬂy Local intranet | Protecked Mode: On 0% v

2. Click Register a New Report. This action invokes the five-step Define a Report wizard.

3.3.1 Step 1 — Basic Information

Use this Basic Information page to name the report and give it a description, group it into a category, and
select the file on the server or to be uploaded.

Note: You can keep track of your progress through the wizard by observing the yellow bar’s position in
the left panel. When editing a report, you can click a tab in the left panel to jump to that step
without having to “Next” your way through.
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When you click Register a New Report, the Define a Report: Step 1 - Basic Information page displays.

E UersaReEurts - ReEurt Definition Editor i

Basic Info

Data Source Report Name:

Report Type:

Define a Report: Step 1 - Basic Information

Report Description:

Report Group/Category: |AR3 Dernos - |

Select File On Server: chProjectstiersaReports'wl M ReportDemoshActiveRepor
Class Hame of Report:

Send Exception E-mails to: tmomalley@bellsouth.net

Weekly Production Report {DDAR)

Weekly production figures for managernent

| DataDynamics ActiveReports for MET (DLL file) i |

ActiveReportsChartDemo.rptChartingWith Parms

[ Cancel ] [ MNext = ] [ Firish ==

Fields and Elements (Buttons) on this page

Field/Element

Description

Report Name

Report Description

Report Group Category

Report Type

WERSA REPORTS

The name that will be displayed in the grid for certain lists. It should
be succinct, yet meaningful enough that the user knows what the
report is about.

The description entered here is used in conjunction with the Report
Name when listing the report on the Reports Manager tab grid.

A list of previously defined names provides a way to group similar
reports, making it easier on the Reports Manager tab to find reports
that have already been registered. You may type a new name into
this field and it will be added to the list.

Select the report type from the list. (Note: The options here are
determined by the entries in the report_types.xml file, which is
documented in the Installation Guide.) Based on your selection, the
fields below this list may change to request different information.
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Field/Element Description

Select File On Server The file that will be used to run this report. Depending on the type of
report, this file must either already be located on the server or can be
uploaded from the user's workstation.

Class Name of Report The fully-defined class name (namespace + the class name) for the
report class within the DLL.

Select File To Upload For some report types (for example, Crystal Reports) you need to
upload the report file instead of selecting a file on the server. If this is
the case, the Select File On Server box and Class Name of
Reports box will not show up on this page. Click Browse to search
for and upload the appropriate file.

If you are editing the report, you will see a note above this box that
“File Already Uploaded; Upload another to replace it (optional)”. You
do not have to browse for a new file unless you need to change it.

Send Exception E-Mails to The e-mail address of a qualified report administrator who is able to
evaluate any error messages that are passed due to a report’s
failure to run.

Cancel Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports
Manager tab listing of reports for the selected category.

< Back This button is unavailable on this step.

Next > Saves any changes you have made on this step and takes you to the
next step if all required information has been entered on this page.

Finish >> Closes the wizard and saves any changes you have made. You are
returned to the Reports Manager tab listing of reports for the selected
category.

Instructions

1. Enter, select, and browse for the requested information on this page.

2. Click Next > to proceed to Step 2 — Define Database Parameters, or click Finish >> to close the
wizard saving your changes on this page and using default values for Steps 2-4.

3.3.2 Step 2 — Define Database Parameters

Some report designers (for example Crystal Reports) allow their reports to change from one database to
another. For these reports the database information is often included in them. Use this step to define
those database parameters.

Note that not all report types support using database parameters. If the report type does not support this
feature, a message on this page will indicate this. In this case, click Next > to continue to the next step.

38 WERSA REPORTS



Chapter 3 Registering and Editing Reports

Basic Info Define a Report: Step 2 - Define Database Parameters

Data Source

Parameters This repott type does not support database parameters. Click Next to contine.

Admins &
Schedulers

Scheduler
Pararmeters

T N A W WY VS W W R Y W W W N NV LT N

If the report type does support using database parameters, the Define a Report: Step 2 — Define
Database Parameters page displays as shown below.
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Schedulers Pa ord:

Scheduler Allow Sch

Basic Infa Define a Report: Step 2 - Define Database Parameters
Data Source Connection Info: Enter connectian info/data source narme
Parameters User Name: Enter user name foi

Adming & Only enter a value if you need to change the password

Pararneters Source Info:

eduler to Override Data

[ Cancel ] [ < Back H Mext = ] [ Finish ==

Fields and Elements (Buttons) on this page

Field/Element

Description

Connection Info

User Name

Password

40

This information is defined by the person who created the Report
Connector for this particular report type. If you are using one of the
standard Report Connectors included with Universal Report Server,
check the Report Designer Integration section of the Installation
Guide for that Report Connector’s details on what to enter into this
field (it will vary by report type).

If this is left blank, the default connection information will be obtained
from the report as it is defined.

The user name for authenticating the information for this data
source.

The user’s password.

WERSA REPORTS



Field/Element

Chapter 3 Registering and Editing Reports

Description

Allow Scheduler to
Override Data Source Info

Cancel

< Back

Next >

Finish >>

Instructions

If this check box is selected, the data source info will appear beneath
the parameter list in Step 2 — Report Parameters page of the
Schedule a Report wizard. The scheduler is given the opportunity to
change this data source information, or change the default data
source information if the Connection Info was left blank.

Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports
Manager tab listing of reports for the selected category.

Saves any changes you have made on this step and returns you to
the previous step.

Saves any changes you have made on this step and takes you to the
next step if all required information has been entered on this page.

Closes the wizard and saves any changes you have made. You are
returned to the Reports Manager tab listing of reports for the selected
category.

1. Enter the appropriate information on this page.

2. Click Next > to proceed to Step 3 — Define Report Parameters, or click Finish >> to close the
wizard saving your changes on this page and using default values for Steps 3-4.

WERSA REPORTS
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3.3.3 Step 3 — Define Report Parameters

Some report designers permit parameters to be passed in to qualify the output of the report. For example,
you may want a report to include information that falls within a certain date range only, or information from
a certain production line. This step allows you to define those parameters that will be passed to the report
when it is run. Once those parameters are defined in this step, you can easily change their order using a
drag-and-drop operation.

For a new report definition, the initial page of this step indicates no parameters are defined for the report.

Basic Info Define a Report: Step 3 - Define Report Parameters
Data Source EFRetrieve Parameters From Report E ~dd Parameter
Pararmeters Description Type YWalue Restrictions
Mo Pararmeters Specified For This Report
Adrmins &
Schedulers

[ Cancel ] [ < Back H Mext = ] [ Finish >3
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If your report does not require any parameters, click Next and continue with Step 4 — Admins and
Schedulers on page 48. Otherwise, click either Retrieve Parameters From Report or Add Parameter
(these are located in the bar above the grid).

If the Report Connector for your report supports parameters and these can be retrieved by URS, click
Retrieve Parameters From Report. (Note that all the Report Connectors supplied with URS support this
feature.) The page refreshes and now displays all the parameters for this report.

Basic Info Define a Report: Step 3 - Define Report Parameters
Data Source 'ICF‘.etr'iE".rE Parameters From Report E Add Pararneter
Pararneters Description Type YWalue Restrictians _
Adrnins & Enter a text walue: String # o
Schedulers Enter date Date &nd Tirme # 8
[ Cancel ] [ < Back H Mext = ] [ Firish =

You may edit one or more of these to change the Description, set the Parameter Value Lock, or to enter
Value Restrictions. Click the pencil icon ( # ) to begin editing.
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If you clicked Add Parameter or you clicked the pencil icon to edit one of the automatically retrieved
parameters, the page displays fields for you to describe or edit the parameter.

Basic Info

Data Source

Description
Parameters P

) Enter 3 text walue:
Admins &

Schedulers

Scheduler Description: Enter date
Pararmeters

Parameter Type: [Date And Tirme ']

Parameter Marne in Report: parmDate

Pararmeter Walue Lock: [Assign Default*alue For All Schedulers

Default Walue for All Schedulers:[Start of Week (Sunday) ']
Actions: 3§ Cancel Qﬁ%

[ Cancel ] [ < Back H Mext ] [ Finish =

The Value Restrictions column indicates the value and whether or not it is locked:

Basic Info Define a Raport: Step 3 - Define Report Parameters

Data Source B Retrieve Parameters From Report B 2dd Parameter
Pararneters Description Type Yalue Restrictions
' i =
Adrmins & Enter a text value String & # 18
Start of Week J—
ST Enter date Date And Time Sa Dﬁ = # 12
Scheduler iSunj
Parameters A Murnber frorm 0 4o 500 Integer [0,500] # o
W T N VICRY VW W W SN WP T YN P N W N W Y W Y Y W N
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Fields and Elements (Buttons) on this page

Field/Element

Description

Description

Parameter Type

Parameter Name in Report

WERSA REPORTS

This entry is used in the Schedule a Report wizard to prompt the
report scheduler to enter a value for the parameter you are defining

here.

The six types of parameters you can define are:

Boolean: Requires a Yes or No answer.

Integer: a positive or negative whole number limited by high
and low values established here.

Float: a floating point number, limited by high and low values
established here.

String: text consisting of any number of characters

Choices: A string based on a set of choices. Choices are
entered one per line.

Date And Time: a specific date and time, right now, or a
relative date and time: beginning of the hour, beginning of
the day, beginning of the week (Saturday, Sunday, Monday),
beginning of the month, beginning of the quarter, and
beginning of the year.

The name of the parameter inside the report into which the
scheduler’s value will be passed. If you are adding the parameter
yourself and you are not sure about this name, check with the report
designer. The Parameter Name value you enter must exactly match
the name of the parameter as it is defined in the report.
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Field/Element Description

Parameter Value Lock There are times when you might want to restrict a scheduler (or all
schedulers) from being able to enter a value for a particular
parameter. As the Report Administrator, you want to be able to enter
the parameter's value either for all schedulers, or for individual
schedulers based on their User ID.

In other instances you might want to restrict just some schedulers,
but not all, from entering values for a parameter.

These situations are accommodated by this Parameter Value Lock
field. The choices for this field and their explanations are:

e Allow Scheduler To Change Value: Select this option to permit
the scheduler to enter or choose a value for this parameter.
When the report is scheduled, this parameter will be included on
the list of parameters in Step 2 — Report Parameters of the
Schedule a Report wizard.

e Assign Default Value For All Schedulers: Select this option to
assign a single default value for all schedulers. The Default
Value for All Schedulers field appears for you to enter that value.
Parameters having this lock value will not be shown on the Step
2 — Report Parameters page of the scheduling wizard.

e Assign Default Value For Each Scheduler: Select this option if
you want to assign different parameter values to different
schedulers (based on their User ID). If this option is selected,
Step 5 — Scheduler-Specific Parameter Defaults is made
available for you to assign those different default values all users
defined as Schedulers in Step 4 of this wizard. If you don't
assign a default value for a scheduler, the scheduler is prompted
to enter or choose a value for the parameter.

Note: This field is not available if the Parameter Type is Choices.
Default Value for All If the Parameter Value Lock is set to Assign Default Value For All
Schedulers Schedulers, then this field will appear. Type or choose the value to
be used for all schedulers.

Actions Click OK to save your definition. Click Cancel to end the definition of
this parameter without saving it.

Cancel Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports
Manager tab listing of reports for the selected category.

< Back Saves any changes you have made on this step and returns you to
the previous step.

Next > Saves any changes you have made on this step and takes you to the
next step if all required information has been entered on this page.

16 WERSA REPORTS



Chapter 3 Registering and Editing Reports

Field/Element Description

Finish >> Closes the wizard and saves any changes you have made. You are
returned to the Reports Manager tab listing of reports for the selected
category.

Instructions

1. Enter or change the required information to define the parameter.

2. Click the OK action to save these changes to this parameter for the report. The Define Report
Parameters page now shows your new parameter on the list or shows the changes you made to
the Description, Parameter Value Lock, or Value Restrictions.

Basic Info Define a Report: Step 3 - Define Report Parameters
Diata Source B- Retrieve Parameters From Report B 2dd Parameter
Pararneters Description Type Walue Restrictions
: i #
Admin & Erter a textwalue String 5] &
Schedulers Enter date Date fnd Time Start of Week # j
(sum) 5]
A Mumber from 0 to 500 Integer [0,500] # i
[ Cancel l ’ < Back ] ’ Mext = l ’ Finish ==

3. To define another parameter, click Add Parameter again.

4. To edit a parameter, click the pencil icon ( # ).
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5. To delete a parameter, click the wastebasket icon ( - ). The following message displays in a
dialog box. =

Windows Internet Explorer EH |

% This action will delete the selected parameter as well as delete the
L /.-' parameter from any scheduled copies of this report. Are vou sure
= wouwant bo delete this parameter?

Cancel |

This applies only if you are editing an existing report definition and schedules have been defined
for it. Observe caution when deleting an existing parameter. It may cause the scheduled report to
fail if that parameter is expected/needed by the report.

6. When the report is run, those unlocked parameters are presented to the scheduler in the order in
which they are listed in this step. This order can be easily changed by dragging and dropping
selected parameters. Just point to the parameter you want to reposition and hold down the left
mouse button as you drag the parameter up or down. Release the mouse button when the
parameter is in its new position as indicated by the dashed line.

E VersaReEurts - REEort Definition Editor X

Basic Info Define a Report: Step 3 - Define Report Parameters
TR SoUTEe Letrieve Parameters From Repor 3 Adc
Pararneters Description Type Walue Restrictions

: i : # T

admimser || i SR e e =

Schedulers AT L R
Ente% Murnber fror 0to 500 Integer [0,500] #

Scheduler —

Parameters A Murnber from 0 to 500 Integer [0,500] #

S S W Y NP S N S Y S S W W W Y P P I Y e o

7. When you are finished defining all parameters, click Next > to proceed to Step 4 — Admins and
Schedulers, or click Finish >> to close the wizard saving your changes on this page and using
default values for Step 4.

3.3.4 Step 4 — Admins and Schedulers

For each report you register, you can specify the users you want to be able to administer the report
(which includes editing it using this Define a Report wizard), and the users you want to be able to
schedule the report.

Note: Report schedulers can be any valid user who can use URS.

Report administrators can only be users who are defined in Universal Report Server as a Report
Administrator.
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After you click Next > from Step 3 (or when you click Admins & Schedulers in the left panel), the Define
a Report: Step 4 — Admins and Schedulers page displays.

Basic Info Define a Report: Step 4 - Admins and Schedulers
Diata Source HOTE: ¥ou catniot retmove ywourself from these assignments. Vou will need someone else to do this.
P Enter User ID for Administrators (one per line):
ararmeters
Report Administrators
Admins & T
Schedulers e
Scheduler
Pararmeters
Enter User ID For Schedulers (one per line):
Schedulers
Tom
[ Cancel l [ < Back ][ Mext » l [Finish l

If you are defining this report for the first time (as opposed to editing it), your name is automatically
included in both the Report Administrators box and Schedulers box.

If you are the user initially defining this report, or if you are an administrator editing this previously defined
report, note that you do not have the wastebasket icon ( = ) next to your name in the Report
Administrators box, indicating you are not permitted to remove yourself from this role. (This ensures that
at least one person is always an administrator/scheduler of every report in the system.)
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Fields and Elements (Buttons) on this page

Field/Element

Description

Enter User ID for
Administrators (one per
line)

Enter User ID for
Schedulers (one per line)

Add >

Cancel

< Back

Next >

Finish >>

50

The login/user names of those persons you want to be able to
manage this report definition. Only users who can login and use
URS are permitted. These users must also be defined to URS as
Report Administrators as described in the Installation Guide. This
report will be available to these assigned Report Administrators in
the Reports By Category listing, and they will have both the Edit
Report and Delete Report options available to them.

If you are entering more than one user, type each User ID on a
separate line (hit Enter after each User ID).

The login/user names of those persons you want to be able to
schedule this report. Only users who can login and use URS are
permitted. Any user can be a scheduler. Adding a user as a
scheduler will make the Schedule A Report menu pick available to
them on the Reports | Scheduled sub-tab. This report will be
available to them on the list of reports they have been given
permission to schedule.

If you are entering more than one user, type each User ID on a
separate line (hit Enter after each User ID).

Looks up the User ID entered in the box to the left and, if it is valid,
populates the appropriate Report Administrators or Schedulers
box to the right with the names of those users.

Invalid User IDs will cause a message to be displayed informing you
of the error.

Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports
Manager tab listing of reports for the selected category.

Saves any changes you have made on this step and returns you to
the previous step.

Saves any changes you have made on this step and takes you to the
next step if all required information has been entered on this page.

Closes the wizard and saves any changes you have made. You are

returned to the Reports Manager tab listing of reports for the selected
category.
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Instructions

1. Enter User IDs for Administrators. If you are adding more than one user, hit Enter to place each

on a separate line.
2. Click Add > to add these users to the Report Administrators box on the right.

Chapter 3 Registering and Editing Reports

Basic Info

Data Source

Pararmeters

Admins &
Schedulers

Scheduler
Pararneters

Define a Report: Step 4 - Admins and Schedulers

NOTE: You cannot remove yourself from these assignments. You will need someone else to do this.

Enter User ID for Adminisirators (one per line):

Report Administrators

Enter User ID For Schedulers (one per line):

doe
andy

Tom
Schedulers
Torm
%
’ Cancel ] [ % Back H Mext = l lFinish l

3. Type the User IDs for users you want to be able to schedule this report. If you are adding more

than one user, hit Enter to place each on a separate line.
4. Click Add > to add these users to the Schedulers box on the right.
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Basic Info Define a Report: Step 4 - Admins and Schedulers
Data Source NOTE: You cannot tetmove yourself from these assighments. Vou will need someone else to do this.
Pararmeters
Enter User ID for Administrators (one per line):
Adrins & Report Administrators
Schedulers
Tam
Scheduler Doe. lak -
oe, John
Parameters : =
Enter User ID For Schedulers (one per line):
Schedulers
Tarn
Doe, lohn i
:
Feibius, Andy =
’ Cancel l ’ % Back ] ’ Mext = ] [ Finizh ]

5. Toremove a Report Administrator or Scheduler from the list, click the wastebasket icon ( =)
adjacent to the user’'s name. A confirmation dialog box displays asking you if you are sure you
want to remove the user from the list. Click OK to continue. The name is removed from the list.

Note: If you remove a scheduler and that user has already defined one or more schedules for

this report, then if that scheduler attempts to edit the schedule, the following dialog box
displays:

Your pertmssion to edit this schedule has been rescinded by a Report Admimstrator. Please contact your Eeport
A dministrator to reinstate vour permission. Close this window to continue.

PP W N P N W N NG NPT L T Y N N WY N SN N Y LR T N TTOT WY S Y

6. When you have completed adding and/or removing users as Administrators and Schedulers, click

Next > to proceed to Step 5 — Scheduler-Specific Parameter Defaults, or click Finish >> to close
the wizard and save your changes. Note that your Next button will not be available unless one or

more of the parameters defined in Step 3 has the Parameter Value Lock set to Assign Default
Value For Each Scheduler.
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3.3.5 Step 5 — Scheduler-Specific Parameter Defaults

If any of the parameters defined in Step 3 have the Parameter Value Lock set to Assign Default Value
For Each Scheduler, then this step becomes available for you to assign those default values.

After you click Next > from Step 4 (or when you click Scheduler Parameters in the left panel), the Define
a Report: Step 5 — Scheduler-Specific Parameter Defaults page displays.

Basic Info Define a Report: Step 5 - Scheduler-Specific Parameter Defaults

Diata Source HNOTE: Empty default values allow the scheduler to enter a value for the parameter.
Parameters

Admins &
Schedulers

: Taorm's Stri
Scheduler Enter a text value: orm's String

Parameters

Enter a text value: Andy's String

Enter a text value: lohn's String

[ Cancel ] [ < Back ]l | [Finish ]
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Fields and Elements (Buttons) on this page

Field/Element Description

[Schedulers and Parameter  Each user that was assigned as a Scheduler in Step 4 of this wizard
list] will have a section on this page.

Each parameter that was defined in Step 3 to have a Parameter
Value Lock of Assign Default Value For Each Scheduler will be
listed under the section for each Scheduler.

For each Scheduler, assign an appropriate value for each
parameter.

Note: As the note at the top of this page indicates, you may leave
a parameter’s field blank if you want to allow that particular
scheduler to be able to enter their own value.

Cancel Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports
Manager tab listing of reports for the selected category.

< Back Saves any changes you have made on this step and returns you to
the previous step.

Next > This button is unavailable on this step.

Finish Closes the wizard and saves any changes you have made. You are
returned to the Reports Manager tab listing of reports for the selected
category.

Instructions

1. For each Scheduler, assign an appropriate value for each parameter or leave it blank to allow the
Scheduler to enter or choose the parameter's value.

2. When you have completed assigning values to each parameter for each Scheduler, click Finish.
Your report definition is now listed on the Reports Manager tab listing of reports in the category
specified in Step 1 of your definition.

3.4 Editing Reports

When editing a report you use the same Define a Report wizard as when registering a report. You can
edit a report only if you are defined within URS to be a Report Administrator. This means you have been
assigned to be in the Report Editors group or you have been set up in User Administration to be able to
Add Reports. If you are a Report Administrator, the Reports Manager tab is available to you.

The reports available to you for editing are either those you registered originally in URS, or those in which
you have been designated as an Administrator (Step 4 of the wizard) by another Report Administrator.

Changes made to the report name and description and to the Admins & Schedulers page are
immediate. Changes to the rest of the report registration information take effect the next time the report is
run.

Editing a report begins from the Reports Manager tab.
1. Click the Reports Manager tab. The actions for this tab display in the left panel.

2. Click Reports By Category to expand the list of categories that have been defined for all reports.
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3. Click the reports category name that contains the report you want to edit. A list of all reports in that
category displays.

(_.;'http:,.-",a"dev20DB,.-"\I'ersaReports,.f'RepDrtsManager.aspx - Windows Internet Explorer
@:—_:. - |g http: ffdey 2008 YersaReportsiReportsManager, aspix j (% ILive Search P
$F @k @bty e 200 VersaReparts ReportsManager aspx | | 0 - B - i=h - =hpage - () Tooks -+ 7
=l
Change Password Logout
'! I I{ LoggedIn As Tom
Ollr 080 ere (GIT-05:00) Eastetn Time (I3 & Canada)
{ Reports Archive T Reports Scheduled To Run Reports Manager | by Settings
""' Register a New Report 3 sh Grid Left-click a row for context menus to operate on that row.
j"\:-l' Reports By Categary Report Marne Description Report Created By
" |aBaames Daily Expenses Daily national expenditures Tom
| Recently Deleted Reports High Lewel Manthly Income Report | # EditReport ,J’E@ anagement Tom
fanth End Production Report i Delete Repo tion lines Tom
™ Create Schedule For This Report
[ Quick Run
153 | Create Mew Report Fram This One..,
versaReports Universal Report Server Enterprize Edtion version 1.3.0 @ Copyright 2009-2010 by YersaReports LLC. Al Rights are Reserved.
[
|http:,l’,l’devZDU8)’\-'ersaReDortsJ‘ReportsManagar.aspx# l_l_ ’_I_ ’_’_|§_ Local intrangt | Protected Mode: On Ho100% - 4

4. Click (left-click) the name of the report and click the Edit Report option. The first page (Step 1) of the

Define a Report wizard displays.
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E UersaReEnrts - ReHnrt Definition Editor b4

Basic Info Define a Report: Step 1 - Basic Information
Data Source Report Name: High Lewel Maonthly Income Report
Parameters Report Description: Monthly Incorme Staterment for Management
Admins & | peport Group/Category: |is3 Dernos hd |
Schelﬁulers
ol Report Type: |DataDynamicsActiveRepor‘ts far MET (DLL file) - |
Select File On Server: chProjectsiWersaReports'wl. 3\ ReportDemoshactiveRepar

ActiveReportsChartDerno rptChartingWithParms
Class Name of Report:

Send Exception E-mails to: trnomalley@bellsouth.net

""""""" [ Mext > | [ Finish »>

5. If you know what step you want to edit, you may go directly to it by clicking the tab on the left-hand
side of the wizard. For example, if you want to add a user as a scheduler of this report, click Admin &
Schedulers in the left panel, as illustrated above.

Please refer to Section 3.3 Registering Reports — the Define a Report Wizard starting on page 36 in
this chapter for detailed descriptions of the fields for each of the steps.

6. When you are done editing, click Finish. This will save the changes you have made on all pages
(steps) of the wizard. There is a Finish button on every page of the wizard; you do not have to go to
the last page (Step 4) to click it.

3.5 Deleting Reports

Although it is likely you will rarely use this feature, there are times and situations when a report needs to
be deleted. Exercise caution when deleting a report. Not only will the report definition be deleted, but all
schedules built for that report will be deleted as well. Archived report runs that users are retaining,
however, are not immediately deleted.

The report is deleted immediately if there are no reports remaining in a user’s Reports Archive list. In this
case there is no chance of recovery. If a user's Reports Archive list contains a scheduled copy of this
report, the deleted report definition is placed in the Recently Deleted Reports list. Reports are
permanently removed from the Recently Deleted Reports list once all copies of the report have been
deleted from all users’ Reports Archive lists.
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Deleting a report begins from the Reports Manager tab.

1. Click the Reports Manager tab. The actions for this tab display in the left panel.

2. Click Reports By Category to expand the list of categories that have been defined for all reports.

Click the reports category name that contains the report you want to delete. A list of all reports in that
category displays.

ff'http:,-‘,a"dele]D8,-"\"ErsaRepurts,.-"ReportsManager.aspH - Windows Internet Explorer

@T - Ig. http:}}dev2006MNer saReports/Repartsianager . aspx

j H1|| X ILive Search r2iiks
72? ahr (€ http:/idevz005/VersaReports/Repartstanager. aspx | |

- B - i - I;‘:"Paga - -'__{_‘:'jTooIs - =

Change Password Logout
LoggedIn As Tom
(GMT-05:00) Eastern Time (13 & Canada)

Your Logo Here

- [% Register a New Report

[ Repaorts Archive T Reports Scheduled To Run | Reports Manager Iy Settings

Left-click a row for context menus to operate on that row.

="y Reports By Category

Report Mame

Description

Report Created By

Daily Expenses

Daily natinnal expenditures Taom
L] Recently Deleted Reports High Lewel banthly Incomme Report # | Edit Report anagernent Torn
Manth End Production Report EREELRTEE tion lines Tom

™ Create Schedullé\gurThis Repart
™ Quick Run

=3 | Create Mew Report From This One...

VersaReports Universal Report Server Enterprise Edition version 1.3.0 @ Copyright 2009-2010 by VerssReports LLC. All Rights are Reserved

’_ ’_ ’_ ’_ ’_ ’_ |§y Local intranet | Protected Mode: On

-l

A00% v g

|http:,l',l’devZDDSJ‘\u’arsaReports,iRepDrtsManager. asprd

4. Click (left-click) the name of the report and click the Delete Report option. A warning dialog box
displays.

Windows Internet Explorer

=]

This action will remove the selected repaort as well as remaove any

J.-' scheduled copies of this report, Are wou sure vou want bo delete
this report?

Cancel |

5. Click OK.
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3.6 Restoring a Deleted Report

If a deleted report definition has reports remaining in a user’'s Reports Archive list, the deleted report is
placed in the Recently Deleted Reports list. It will remain in this list until all archived reports have been
removed by means of the Retention Rules or they have been manually deleted by the user.

Restoring a report will restore the report definition only. Any schedules that had been created for this
report will have been deleted already and cannot be restored.

Restoring a report begins from the Reports Manager tab.
1. Click the Reports Manager tab. The actions for this tab display in the left panel.
2. Click Recently Deleted Reports. A list of deleted reports displays.

ﬁ'http:,.-",«"dele]l]B,.\"VersaRepnrts,-‘RepnrtsManager.aspx - Windows Internet Explorer

@:‘; - |g http:ffdew 2006 ersaReportsfReportsManager . aspx ﬂ *2)| X ILive Search s Rk
ﬁ R’Q? @http:Hdev2ElUS,iVErsaReDortsJ‘ReportsManager.asnx | | f’} - E v (v l-_:_}Page - _f_; Todls + >
Change Password Logout
-Y I Ii LoggedIn As: Tom
Olvlr 080 ere (GMIT-05:00) Eastern Time (U3 & Canadd)

[ Reports Archive I Reports Scheduled To Run Reports Manager iy Settings

'1' Register a New Report *sRefresh Grid Left-click a row for context menus to operate on that row.

_J [ Reports By Category Report Matne Description Report Created By

" AR3 Demnas High Level Monthly Income Report Monthly Income Staternent for Management Tam

 |Recently Deleted Reports “) Restore Report

53 Create Mew RepLo\§t Fram This One..

“ersaReports Universal Report Server Enterprise Edition version 1.3.0 @ Copyright 2009-2010 by VersaReparts LLC. &l Rights are Reserved.

-]

|http:,l’,l’devZDUS,fVersaREports,l’RaportsManager.aspx# ’_ ’_ ’_ ’_ ’_ ’_ |§§¢ Local intranet | Protected Mode: On H100% - 4

3. Click the name of the report and click the Restore Report option. An informational dialog box
displays.
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Windows Internet Explorer | x| |

" ko restore this report?

%  This action will restore the selected report, Are you sure vou wank

Ik I Zancel

4. Click OK.

3.7 Create Schedule For This Report

As a convenience for creating a schedule for a report you have just defined, the Create Schedule For
This Report option is included on the context menu. This option eliminates your having to go to the
Reports Scheduled To Run tab to create the schedule if you are ready to create it immediately.

Creating a schedule for a report begins from the Reports Manager tab.

1. Click the Reports Manager tab. The actions for this tab display in the left panel.
2. Click Reports By Category to expand the list of categories that have been defined for all reports.

3. Click the reports category name that contains the report for which you want to create a schedule. A

list of all reports in that category displays.

“ sRefresh Grid

Report Marme

Left-click a ron

Description

Daily Expenses

[Daile natinnal exnenditires

High Level Monthly Incorme Report
Morth End Production Report

#° Edit Report
: Delete Report

Man

rtion

| ™ Create %u:hedule Faor This Repaort

5 Quick

=3 Create Mew Repart Fram This One...

LT N W V¥ S Y NPV N Y W S R ey

4. Click (left-click) the name of the report and then click the Create Schedule For This Report option. A

modified Step 1 - Basic Information page displays. That is, since the report has already been

selected, the Select Report to Run field simply shows the name of that report rather than you having
to select it as in the original Step 1.
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E Universal ReHnrt Server - ReHnrt Schedule Editor X
Basic Info Schedule a Report: Step 1 - Basic Information
Pararmeters Schedule Name: Quick Run: Daily Expenses
Select Report to Run: Daily Expenses
Suspend Schedule: Check to Suspend Running this Report for How
[Cancel]é ’Next>]

5. The Schedule Name field is already filled in with a suggested name, and you can change this. Also
in this step, you may select the Suspend Schedule check box if you want to temporarily pause the
schedule. Later, when you are ready to resume running the schedule, edit this schedule and clear the
check box, or select the Resume Schedule option from the schedule’s context menu.

6. Click Next to continue with the wizard. Refer to the discussion starting in Section 3.3.2 Step 2 —
Define Database Parameters on page 38 for detailed information and instructions for completing the
remaining steps in the wizard.

3.8 Quick Run

Use this feature to run the report immediately using information you enter into an abbreviated Schedule a
Report wizard. You will need to enter a name for the schedule (so the report can be identified in your
Report Archive), the report parameters (if any), and the format of the report. You will be the only recipient
of the report, and the retention policy defaults to Keep Until User Deletes It.

Doing a Quick Run of a report begins from the Reports Manager tab.
1. Click the Reports Manager tab. The actions for this tab display in the left panel.

2. Click Reports By Category to expand the list of categories that have been defined for all reports.

60 WERSA REPORTS



Chapter 3 Registering and Editing Reports

3. Click the reports category name that contains the report which you want to run. A list of all reports in

that category displays.

¥ sRefresh Grid

Left-click a row -

Daily Expenses

Daily national expenditures

High Lewvel Manthly Incorme Repaort
Maonth End Production Repaort

#' Edit Report
i Delete Report

[#1 | Create Schedule For This Repart

Hanag

tion |

| ™ Quick Runh

=4 | Create Neuﬁepnr‘t Frarn This Ore...

LY W ¥ NPV SOV SN W T VWO NN W S S
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4. Click (left-click) the name of the report and then click the Quick Run option. A modified Step 1 - Basic

Information page of the Schedule a Report wizard displays. Note that the Schedule Name field is
defaulted to a suggested name (the name of the report prefaced by “Quick Run”.
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Basic Info Schedule a Report: Step 1 - Basic Information
Parameters Schedule Name: Quick Run: Daily Expenses
Select Report to Run: Daily Expenses
[Cancel]l |lNext>]E

5. Onthe Basic Info tab (Step 1), change the name of the schedule if you want. Click Next.

On the Parameters tab (Step 2), if there are parameters you may enter or change their values if
desired. Click Next.

7. Onthe Distribute tab (Step 3), the only field showing is the format for the report. Select the
appropriate format for the report output.

8. When you are ready to run the report, click Finish. The report is run immediately and if successful will
be placed in your Report Archives.

3.9 Create New Report From This One...

Use this option to create a duplicate of an existing report. This action invokes the Define a Report wizard
that you will use to edit the duplicated information to create the new report.

1. Click the Reports Manager tab. The actions for this tab display in the left panel.

2. Click Reports By Category to expand the list of categories that have been defined for all reports.

62 WERSA REPORTS



3. Click the reports category name that contains the report you want to copy to create the new report. A
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list of all reports in that category displays.

¥ sRefresh Grid

Left-click a row

Daile natinnal evnenditires

Daily Expenses

High Lewvel Manthly Incorme Repaort
Maonth End Production Repaort

S

Edit Report
Delete Repor:

Create Schedule For This Report
Quick Run

Manal

rrian

53 Create New Report Frarm This One,., .

4. Click (left-click) the name of the report and then click the Create New Report From This One...
option. The Define a Report: Step 1 - Basic Information page displays.
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Basic Info

Data Source

Pararneters

Admins &
Schedulers

Define a Report: Step 1 - Basic Information |

Report Name:

Report Description:
Report Group/Category:
Report Type:

Select File On Server:

Class Name of Report:

Send Exception E-mails to:

Copy of Daily Expenses

Copy of Daily national expenditures

|AR3 Dernos v|

| Datalynarmics ActiveReports for MET (DLL file) - |

chProjectsiWersaReports'ow L M ReportDermosActiveRepor

ActiveReportsChartDerno rptChartingWithParms

trnormalley@bellsauth,net

| cancel | | [ Next{:y | Finish »»

5. The Report Name and Report Description fields use the existing names prefaced with “Copy of”.
Change these to suit your requirement for the new report.

6. Every other field in the wizard uses the same information as the report being copied. Review each
step and verify or change the information as necessary for your new report.

7. Click Finish >> when you are through. The report is added to the Reports By Category list in the
Report Group/Category you designated in Step 1

64
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Chapter 4
Scheduling Reports

4.1 Overview

Once a report has been registered, it is available to be scheduled. Only those users who were added as
Schedulers in the report’s definition will have the ability to schedule that report. Contact your Report
Administrator if you think you need to be added as a scheduler for a particular report. The scheduling
options are all performed from the Reports Scheduled To Run tab. This tab is described in detail in the
next section of this chapter.

The basic steps for creating a schedule for a report are:

1.
2.
3.
4,
5.

Give a name to the schedule and select the specific report that the schedule will run
Supply values for any report parameters that have been defined for the report
Specify the times and dates that the report will be run

Define who should receive the report

Establish the default global retention rule

All of these steps are handled in a single, easy-to-use Schedule a Report wizard.
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4.2 Reports Scheduled To Run Tab

The Reports Scheduled To Run tab is viewable to all users, but a scheduler will use this tab and its
three sub-tabs more often than other users to create and edit report schedules. A page showing the
Reports to be Run sub-tab is illustrated below.

Zf'http:,.-",-"dev2l]l]8,.-"U'ersaReports,.-"RepurtsScheduIer.aspH - Windows Internet Explorer

@‘-‘ - |g, httpeffdev2n0sYersaR eports/ReportsScheduler . aspe: j || X Ignngla wikip Jelibs

ﬁ ale @http:,l’fdevZDDS,l’\p'ersaReports,I’ReportsSchedu\er.aspx

| - B vrm'd’Pagev-;{jéToolsv»

=

Change Password Logout

YO.L].I' L080 I{ere LoggedIn As: Tom

(GRT-05:00) Eastern Time (U3 & Canada)

Repaorts &rchive Reports Scheduled To Run [ Reports Manager I Iy Settings ]

Reports I Scheduled Reports Scheduled For Me Reports to be Run

“sRefresh Grid Left-click a row for context menus to operate on that row.
Schedule Marme Repart Name Report Created By Scheduled By Last Time Run Mext Tirne Scheduled
‘eekly Attendance Data Attendance Data Tom Tom Today @ 2:10 PM Today @ 3:20 PM
Crystal Reports wiParameters Crystal wi/Parameters Doe, John Doe, John Today @ 3:13 PM Today @ 3:40 PM
Ads Report Schedule Attendance Data Tom Tom dar 20 @ 4:00 P Today @ 400 PM
Tuvitter Test 2 of A48 Report Attendance Data Tom Taom hdar 20 @ 1:57 P Today @ 7:57 PM
Schedule

Crystal Reports dema with Crystal w/Parameters Doe, John Dae, John Feb 12 @ 12:19 Pha Mar 23 @ 1:19 PM
Parameters

Tor's Daily Report - AR Charting  ActiveReports Charting Derna Coe, John Tom Today @ 2:45 PM Mar 23 @ 2:45 PM
Derno

ViersaReports Univarsal Report Servar Entarprize Edition version 1.3.0 @ Copyright 20002010 by VeraReports LLC. All Rights are Reszrrad.

E
[ [ [ [ [ | [%8rocal intranet | Protected Mode: on H100% * 4

The column headings are the same for all three tabs. You may sort the listed reports:

¢ Alphabetically by the name of the schedule — click the Schedule Name column

e Alphabetically by the name of the report — click the Report Name column

e By the date and time when the report was last run — click the Last Time Run column

e By date and time when the report will next run — click the Next Time Scheduled column
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If you have clicked the Reports | Scheduled tab, you may have a Schedule A Report action on the bar
directly below the tab (see the illustration below). This will be available to you if you have been
designated to be a Scheduler for a report by the report's administrator. For detailed instructions on
scheduling a report, please refer to Section 4.3 Scheduling Reports — the Schedule a Report Wizard on

page 71.

[ Reports Archive ] Reports Scheduled To Run [ Reports Manager T My Settings ]

Reports T Scheduled Reports Scheduled For be Reports to be Run
Left-click a row for context menus to operate on that row.

“sRefresh Grid B Sc?‘uedl_lls‘-h.'-\. Report
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4.2.1 Actions You May Take on These Reports

When you click any of the report lines in the grid, a menu appears showing the actions you can take on
that report. The possible actions you may see are described in the table below.

Action

Description

Adjust Your

Retention Rule

View Event Log

68

Reports remain in your Reports Archive list until they meet the criteria of the
Retention Rules for that report. A default set of Retention Rules is defined by the
original scheduler of the report. However, each user can set a personal Retention
Rule for each scheduled report.

Use this action to display the dialog box that you use to change those rules.

For a further explanation of Retention Rules, see Section 5.5 Adjusting Your
Personal Retention Rule for a Scheduled Report on page 120.

The Event Log shows the recent event history for a scheduled report. An event is
defined as the outcome of the ReportsRunner’s attempt to run the report. The Event
Log shows when the report was started, its status, when the report completed, and
any error information. The status column indicates successful reports (@ ), those
that are currently in progress (:*), and any that have failed ( i ). Failed reports
usually include error information that can help report administrators debug the
problem.

=| Universal Report Server - Schedule Event Log X

Event Log for Production Results - 5 Minute Intervals

Started &t Status Completed At Errar Infarmation

* Today @ 1:40 PR In Progress

@  Today @ 1:10 P Failed Today @ 1:10 PM Exception detected running repartin
CrystalRptConnector: Missing pararmeter
walues, User =, Database =, Server =

@ Today @ 1:05 P Succeeded Today @ 1:05 PM

@ Today @ 1:00 PR Succeeded Today @ 1:00 PM

@ Today @ 12:55 PM Succeeded Today @ 12:55 PR

@ Today @ 12:530 PM Sycceeded Today @ 12:50 PR

@ Today @ 12:43 PM Suycceeded Today @ 12:43 PR
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Description

Edit Schedule
(Reports |
Scheduled tab
only)

Delete Schedule
(Reports |
Scheduled tab
only)

Suspend/Resume
Schedule

(Reports |
Scheduled tab

only)

Create New
Schedule From
This One...

(Reports |
Scheduled tab

only)

This action initiates the Schedule a Report wizard. The fields are already filled in
with information from the original schedule or from a previous edit. Use this action
when you want to change one or more aspects of this report’s schedule. Typical
reasons for editing the schedule are to suspend the schedule, change how often the
report runs, or to add or delete recipients of the report.

This action is only available on this tab for the reports that you have previously
scheduled.

Refer to Section 4.3 Scheduling Reports — the Schedule a Report Wizard on page
71 for detailed information about the steps of the Schedule A Report wizard.

Use this action when you want to permanently stop the scheduled report from
running and you never want it to run again. It is only the schedule that gets deleted,
not the report that is registered in URS. Reports that have been delivered to users
by this schedule will remain in the users’ Reports Archive list until any time-based
retention rule removes it, or until the user manually deletes the report from the
archive.

Note 1: If you just want to suspend a report from running for a while, select the
Suspend Schedule check box in the first step of the Schedule a Report
wizard.

Note 2: If you delete a report schedule by accident, you cannot "undelete” it. You
must recreate it using the Schedule a Report wizard.

Refer to Section 4.5 Deleting Schedules on page 94 for instructions on deleting a
schedule.

This action provides a quick and convenient way to pause (suspend) or resume a
schedule.

e If a schedule is active and running, this action will read Suspend Schedule.
Click this action to temporarily suspend the schedule. The report will remain in
your list of reports that have been scheduled, but it will not run until the Resume
Schedule action is executed.

e If the schedule is currently suspended, this action will read Resume Schedule.
Click this action to start the schedule running again.

Use this action to create a duplicate of the selected schedule. This will start the
Schedule a Report wizard.

In Step 1 (Basic Information) of the Schedule a Report wizard, the Schedule Name
field uses the existing schedule name prefaced with “Copy of”. In the Select Report
to Run field, the current report name is selected, but you may change this if you
want to create a similar schedule but for a different report.

All the other fields in the wizard use the same information as the schedule being
copied. Move through each step of the wizard so you can verify or change the
information. Click Finish at any time to complete the creation of the new schedule.

4.2.2 Sub-Tabs Under Reports Scheduled To Run

The three sub-tabs under the Reports Scheduled To Run tab are used to group the report schedules
into functional categories that make it easier for you to find a report and take action on it if you want.
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4.2.2.1 Reports | Scheduled

This tab lists the reports that you have scheduled. Because you are the scheduler, you have the option to
take certain actions on the schedule. You may edit the schedule or even delete the schedule. If you see
the Schedule A Report option in the bar above the grid, this means that a report administrator has
designated you as a scheduler for one or more reports and you are allowed to create a new schedule.

If you have not been designated as a scheduler for any reports, not only will this list be empty, but also
you will not have the Schedule A Report option in the bar above the grid.

4.2.2.2 Reports Scheduled For Me

This tab lists reports that other users have scheduled for you to view. The scheduler is identified in the
Scheduled By column.

4.2.2.3 Reports to be Run

This tab lists a combination of the previous two tabs and shows when the last time was that the report
ran, and when it is scheduled to run next. Note, however, that any suspended report schedules will not
show on this list.
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The steps for scheduling a report are contained in the Schedule a Report wizard that is initiated from the

Reports | Scheduled sub-tab.

1. Click the Reports | Scheduled sub-tab of the Reports Scheduled To Run tab. A listing of all reports

that have been scheduled by you displays in the grid.

f'f'http:,.‘",‘-"devzIJIJBJ-"VersaReports,-"RepurtsScheduler.aspx - Windows Internet Explorer
@“‘, - I@ http: /idew2008/YersaR eports/ReportsScheduler . aspx j 4 X Igongle wikip L~
W {88 htbp:fiderv2008 ] Ver saR eports/ReportsScheduler, aspx | - T gm v ,_]’ Page ~ ‘..*’ Toolks - 7
Change Password Logout
-Y | Ii LoggedIn As: Tom
Ollr 080 ere (GMIT-05:00) Eastern Time (U3 & Canadg)
Reports Archive Reports Scheduled To Run [ Reports Manager I Iy Settings l
Reports I Scheduled Reports Scheduled For Me Reports to be Run
“srefresh Grid B Schedile A Report Left-click a row for context menus to operate on that row.
Schedule Mame Report Marne Report Created By Scheduled By Last Time Run Mext Tirne Scheduled
AdS Report Schedule Attendance Data Tom Tom har 20 @ 4:00 Pk Today @ 400 PM
End of Month Production Report fanth End Production Repaort Tom Tam har 20 @ 3:20 PM Mewver
Tom's Daily Report - &R Charting ActiveReports Charting Dema Dae, lohn Tom Today @ 2:45 P Mar 23 @ 2:45 P
Dema
Tuvitter Test 2 of A8 Report Attendance Data Torn Tormn hdar 20 @ 1:57 PM Today @ 7:57 P
Schedule
Weekly Attendance Data Attendance Data Tom Tom Today @ 2:10 Pk Today @ 3:20 PM
WemaReports Universal Report Senrer Enterprise Edition version 1.3.0 @ Copyright 2008-2010 by WersaReports LLG. All Rights are Resened.
javascripk:_doPostBack('ctiD0$MainContent$aridReportsScheduledfetiD0$cti0Z $ctiDDFinkaddSchedule’, "y l_l_l_ ’_I_ ’_ ‘Gy Local intranet | Pratected Mode: COn 0%~ g

2. Click Schedule A Report on the bar above the grid. This action invokes the five-step Schedule a

Report wizard.

4.3.1 Step 1 — Basic Information

Use this Basic Information page to name the schedule and pick the report that you want to create a
schedule for. If you are editing a schedule, this first step is where you can suspend the schedule.

Note:

the left panel. When editing a schedule, you can click a tab in the left panel to jump to that step

without having to “Next” your way through.
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When you click Schedule A Report, the Schedule a Report: Step 1 - Basic Information dialog displays.

Basic Info Schedule a Report: Step 1 - Basic Information
Pararneters Schedule Name: The What by \hen of this Schedule

4 Reports By Category —

4 AR3IDemos

@ ActiveReports Charting Demo

) Daily Expenses
) High Lewvel baonthly Incorme Report
Select Report to Run: ) Month End Praduction Report

) Mieekly Production Report (DDAR)

» Crystal Reports Dermos

4 Demos

I Deronstration of &ctive Reports Che—

tiranilcaft llamn
1] |

Suspend Schedule: Check to Juspend Running this Report for How

[Cancel]l i[NEXt}}l

Fields and Elements (Buttons) on this page

Field/Element Description

Schedule Description The name identifying the schedule within the grids of certain lists. It
should be succinct, yet meaningful enough that the user knows what
the report schedule is for.

Select Report to Run Each report name is listed beneath the category it was placed in
when it was defined. The only reports that will show on this list are
ones for which you have been designated as a Scheduler by the
Report Administrator who originally registered or later edited the
report.
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Description

Suspend Schedule

Cancel

< Back

Next >

Finish >>

Instructions

If you are creating this schedule, you can select this check box to
temporarily pause the schedule. Later, when you are ready to
resume running the schedule, edit this schedule and clear the check
box, or select the Resume Schedule option from the schedule’s
context menu.

If you are editing the schedule and the report is running, select this
check box to temporarily suspend the schedule. The report will
remain in your list of reports that have been scheduled, but it will not
run until the check box is cleared.

Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports |
Scheduled sub-tab of the Reports Scheduled To Run tab.

This button is unavailable on this step.

Saves any changes you have made on this step and takes you to the
next step if all required information has been entered on this page.

This button is unavailable on this step.

1. Enter a description for the schedule and select the report you want to make the schedule for.
2. Select the Suspend Schedule check box to keep the schedule from being implemented at this

time.

3. Click Next > to proceed to Step 2 — Report Parameters.

4.3.2 Step 2 — Report Parameters

Some report designers permit parameters to be passed in to the report. These parameters were defined
during the definition of the report. In this step you need to supply the values for those parameters to
qualify the data presented on the report.

You can also use this page to specify or change the data source if the Report Administrator, when
defining the report, permitted schedulers to do this.

If the report does not have any parameters defined for it, a message for this step will indicate this. If this is
the case, click Next > to continue to the next step.

f=] Universal Report Server - Report Schedule Editor X
‘ SRR Schedule a Report: Step 2 - Report Parameters
Pararmeters Mo Parameters To Be Specified For This Report, Click MEXT to continue,
Schedule
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If the report type does support using database parameters, the Schedule a Report: Step 2 — Report
Parameters page displays as shown below.

Basic Info Schedule a Report: Step 2 - Report Parameters
Parameters Enter starting/ending dates — o]
Schedule [stari]: ! ’ |Spemf|c Date: - | B9

Enter starting/ending dates[end]: |Specific Date: - | RO}

Specify/Override Database Connection information for this report:
Connection Info: Enter connection info/data source name
lser Hame: Erter user narme fal

Only enter a walue if you need to change the password
Password:

[ Cancel ] [ < Back H Mext = ] |

This page shows only those parameters that the scheduler has permission to change. There may be
additional parameters that will be passed to the report, but the Report Administrator may have restricted
these by pre-assigning a value. For additional information about how parameters are restricted, refer to

Section 3.3.3 Step 3 — Define Report Parameters on page 42, and Section 3.3.5 Step 5 — Scheduler-
Specific Parameter Defaults on page 53.

Note: The lower portion of this dialog (Specify/Override Database Connection Information for this

report) will only show if the Report Administrator (when defining the report) gave permission for
schedulers to be able to change this information.
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Fields and Elements (Buttons) on this page

Field/Element Description

[Parameters] These parameters are defined during the initial registration or editing
of the report. You may see up to six different types of parameters
requiring you to:

e Select a Yes or No answer (Boolean type)

e Enter a specific date/time or select a starting period (Date
and Time type) — these fields have two pieces: a drop-down
box to let you specify that you want to enter either a
date/time relative to the current start time of the report (e.qg.,
Beginning of Day) or a specific date/time (in which case, you
can enter the specific date/time value in the second part of
the date/time parameter entry area)

e Select one option from a list (Choices type)
e Enter text (String type)

e Enter a positive or negative whole number (Integer type) —
these numbers are checked against a range defined when
the parameter was defined for the report

e Enter a decimal number (Float type) — these numbers are
checked against a range defined when the parameter was
defined for the report

Specify/Override Database  The scheduler is given the opportunity to change this data source
Connection Information for  information, or change the default data source information if the
this report Connection Info was left blank.

Failure to enter a value for the Connection Info field or the User
Name field implies that the report will be run with either the data
connection information specified when the report was registered (if
present) or it will use the data connection information embedded in
the report. Please contact the Report Administrator for this report to
determine the correct values for the database connection fields.

Note: This area will only display in this step if the Report
Administrator (when defining the report) gave permission for
schedulers to do this.

Cancel Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports |
Scheduled sub-tab of the Reports Scheduled To Run tab.

< Back Saves any changes you have made on this step and returns you to
the previous step.

Next > Saves any changes you have made on this step and takes you to the
next step if all required information has been entered on this page.

Finish >> This button is unavailable on this step.
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Instructions

1. Enter values for each of the parameters in this step. If a value for a parameter is required and you
attempt to go to the next step, you are alerted that a value must be entered.

2. Click Next > to proceed to Step 3 — Report Schedule.

4.3.3 Step 3 — Report Schedule

Defining a schedule for a report is similar to specifying a schedule for a task in Windows: you indicate the
start time, the repeat frequency, the days and dates when it can be repeated, and so on.

In addition to specifying the starting time for the report, you can specify when the report should and
should not run, and when the report schedule should stop repeating altogether. For example, you can set
the report to repeat every hour on just Monday, Wednesday, and Friday. Or you might want to schedule it
to run once a month on the first day of the month. You could further limit the hours during the day when
the report can run to the hours that you are running production. Combine the limits to create an overall
schedule for when the report will repeat.

Basic Info Schedule a Report: Step 3- Report Schedule
Parameters Start Running At: 032272010 00 PN [ m
Schedule | Timezone: | (GMT-05:00) Eastern Time (US & Canada)  ~ |
Distribute Repeat Task Eveny: 1 | Days - |

Additional Time/Day Limits: (For repeating schedules only, combine as many limits as needed)
[T Stop Repeating After:

[7] During These Hours: 12:00 AbA to 1159 P4

[7|Select Days of Week: [ 5un @ Mon ¥ Tue @ Wed #Thu [Fr []Sat

[|Select Days of Month: 711 W2 W3 W4 W5 Fe 7 M3 @9 @10
M1l M1z @13 @14 @15 M16 @17 @18 @19 F20
21 M22 @23 24 @25 26 @27 @28 @29 @30
21 M Last Select 0dd Select Bhm Cler A1

["ISelect Months: #Tan W Feb FMar FApr Fllday FTun
Il #Aug FEep FOct FIMov FDec

[ Cancel ] [ < Back H Mext = ] |
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Fields and Elements (Buttons) on this page

Field/Element Description

Start Running At The time you want the first report to be run. This field defaults to the
time you started the wizard, however, you may change both the date
and time by clicking the calendar and clock icons and selecting a
new date and time. This field is editable as long as the date and time
you enter pass the validity tests. For example, if you want a start
time other than on the hour (which is all that can be selected when
using the clock icon), you can type in the minutes. If you type “June
3, 2010 8:30 PM”, it will reformat to “6/3/2010 8:30 PM”.

If you want this report to run only once at this time, make sure the
Repeat Task Every check box is cleared.

Timezone A list of all possible world time zones. Click the time zone that will be
used as the basis for determining the true starting time. For example,
if you schedule this for 9 AM in New York, the report will run at 6 AM
in San Francisco. In this way, users across the world will see a
normalized schedule regardless of where the Universal Report
Server runs.

Repeat Task Every Select this check box to enable the repeat interval and to make the
Additional Time/Day Limits section available for input. The repeat
interval expressed as a number (that you enter) of minutes, hours,
days, weeks, or months (that you select from the list). The interval
can be no faster than 1 minute (although for slow-running reports,
running the report every minute will bog down the server).

The repeat interval is always added to the Start Running At date
and time to derive the next expected time to run the report.

Stop Repeating After Select this check box to set the date and time when the report
schedule should stop repeating altogether.

During These Hours Select this check box and pick the hours between which you want
the report to run.

Select Days of Week Select this check box when you to specify on what week days you
want the report to run. Select the check boxes next to those days of
the week.

Select Days of Month Select this check box to select the days of the month when you want

the report to run. The default is that all date check boxes are
selected. Clear those on which you don’t want the report to run. The
Last check box is to pick the last day of the month regardless of
what day of the month that is.

Use the Select Odd, Select Even, and Clear All actions to assist in
selecting or clearing the check boxes.

Select Months Select this check box to pick specific months in which you want to
run the report.
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Field/Element Description

Cancel Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports |
Scheduled sub-tab of the Reports Scheduled To Run tab.

< Back Saves any changes you have made on this step and returns you to
the previous step.

Next > Saves any changes you have made on this step and takes you to the
next step if all required information has been entered on this page.

Finish >> This button is unavailable on this step.

Instructions

1. Use the descriptions of the fields in the table above to set a schedule for the report.
2. Click Next > to proceed to Step 4 — Distribute.
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4.3.4 Step 4 — Distribute

For every schedule you create you can specify a set of users you want to receive the report. This step is
used for that purpose as well for as setting the distribution format of the report.

E Universal ReHnrt Server - ReEurt Schedule Editor i

Basic Info Schedule a Report: Step 4 - Distribute
Parameters
s Distribute the report in this format: |Acrc-bat Reader |']
chedule

Distribute . .. . .
& site Users Enter recipients to receive this report:
Retenti (Exter login IT per line
II 3 E-mail Addresses e o g Dpur )

& Distribution List

& FTP Site

Add Users

Report Recipients

[ Cancel l [ < Back ][ Mext l

There are four categories of recipients to whom a report can be distributed. These are listed on the tabs
to the left of the entry box. You need to type in or choose recipient information for each of the different
categories. The recipient categories are explained in detail in the Fields and Elements (Buttons) on this
page section. Examples are shown in the Instructions section.

Fields and Elements (Buttons) on this page

Field/Element Description

Distribute the report in this  Select the output format for the report to be distributed. The list is
format dependent on the report type. The possible choices you might see
include:

e Excel 2003
e Acrobat Reader (PDF)
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Field/Element Description
e HTML Web Page

e Rich Text File
e Microsoft Word Document
e Preview-Only Format (Native Report)

Note 1: These choices are defined in the report_types.xml file for
the type of report selected for this schedule.

Note 2: The Preview-Only Format (the “native” format) for a report is
one that requires a special web viewer and cannot be
distributed to external users (either via e-mail or FTP). Only
"Internal Users" (those who can login to the Universal Report
Server site to view their reports) will receive and be able to
view reports created in this report type.

Recipient Information Entry  This area of the page is for you to specify how the report is to be
distributed. There are four tabs to the left of the information entry
area that identify the recipient categories. Each of these is explained
below.

Site Users  These are the internal users at your site. Enter
each login id/user name on a separate line (hit
Enter after each one). Click Add Users to move
the entries to the Report Recipient list.

Any invalid user ids will cause a message to be
displayed informing you of the error.

E-mail These are the e-mail addresses of the external
Addresses  users you want to receive the report. Enter each
valid e-mail address on a separate line (hit Enter
after each one). Click Add Addresses to move the
entries to the Report Recipient list.

Any malformed e-mail addresses will cause a
message to be displayed informing you of the
error. E-mail addresses that are not valid
mailboxes are not detected until a report is sent to
the address.

Note: External users (e-mail addresses) cannot
and will not receive “Native” reports, even
though you are permitted to move them
into the Report Recipient list when the
format type is Preview-Only Format.

Distribution @ The distribution list names in this drop-down list
List are the ones that appear in your Distribution List
sub-tab of the My Settings tab. (Refer to Section
2.4.4.2 Distribution Lists Sub-Tab on page 22 for
more information about defining distribution lists.).
In the Distribution List box, select the list that
contains the recipients you want to send the report
to.

Note 1: If you have defined a personal distribution
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Description
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Note 2:

Note 3:

list that has the same name as a global
distribution list and you want to use the
global list in this field, prefix the distribution
list name with “global:”

Do not specify security groups defined for
your infrastructure as that feature is not
available at this time.

Once the list has been moved to the
Report Recipient list, you can check the
individual recipients included in the list by
hovering over the (View) hotspot.

FTP Site

This tab allows you to specify the FTP, FTPS, or
SFTP information where you want to send the
report. The information to enter is described below:

Transport: Choose FTP, or one of the secure

transport mechanisms, depending
on the requirements of the server.

FTP Server: The server to which you want to

connect and that contains the folder
where you will be dropping the

report.

Port: Typically this is port 21 (the default
for FTP and Secure FTP), but it
needs to be set to the port that the
server uses.

Username/

Password: The credentials required to access
the FTP site.

Remote

Folder: The location on the server where the
report will be placed. This folder
must exist on the server. (The Test
button will verify this.)

Test: Allows you to verify that the

connection can be made to the FTP
server prior clicking the Add Server
button.

File Name: This is the template for the format of

the file name that will be created in
the specified Remote Folder. You
may add alphanumeric and certain
punctuation characters to the
variables in the template name to
more uniquely identify it.

The {Name} variable translates to
the schedule name that created the
report, and the {Ext} variable
translates to the extension of the file
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Field/Element Description

format selected.

There are two options for the date
variable: {Date} will be the date/time
the report was run in “G” format;
{Date:FORMAT} will be the date in a
format specified by you. The default
file name format shown defaults to a
date format of yyyyMMdd-hhmm. For
example 20100315-0830 would
indicate the report ran on March 15,
2010 at 8:30 AM. To learn more
about the date formats you can use,
visit the Microsoft Developer
Network page
http://msdn.microsoft.com/en-
us/library/97x6twsz(VS.80).aspx.

Click the @ hover-over for
assistance in filling out this File
Name template

Once you have tested the connection using the
Test button, click Add Server to move the FTP
Site to the Report Recipient list.

Note: FTP sites cannot and will not receive
“Native” reports, even though you are
permitted to move them into the Report
Recipient list when the format type is
Preview-Only Format.

Report Recipients Lists all valid internal users, external users, distribution list names,
and FTP Servers that have been added from the Recipient
Information Entry box above. An icon assists you in identifying
each type:

a Internal user

EX E-mail address of external user
a2 Distribution list name
€ FTPsite

Distribution list names and FTP Sites are followed by a (View)

hotspot. Hover over this hotspot to see the recipients defined for the
distribution list, or the information entered for the FTP site.

As the report scheduler, your name is automatically added to this
Report Recipients list to receive a copy of the report when the
schedule is first created. If you do not want to receive the report,
simply delete your name from the list.

Cancel Closes the wizard without saving any of the changes made to any of

the pages during this session. You are returned to the Reports |
Scheduled sub-tab of the Reports Scheduled To Run tab.
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Description

< Back

Next >

Finish >>

Instructions

Saves any changes you have made on this step and returns you to

the previous step.

Saves any changes you have made on this step and takes you to the
next step if all required information has been entered on this page.

This button is unavailable on this step.

An example Step 4 — Distribute page is illustrated below.

Basic Info

Parameters

Schedule

Distribute

Schedule a Report: Step 4 - Distribute

Retention

Distribute the report in this format: |!ﬂ\crnbat Reader |']
-- SELECT FORMAT --
& site Users | Enter e-mail addresses to Excel 2003

| 3 E-rmail Addresses

&3 Distribution List

C
HTRAL W¥eb Page

Rich Text File

& FTP Site

hicrosoft Word Document

Preview-Only Format

Add Addresses

Report Recipients

l Cancel ] l < Back H Next » ] |

1. Select the format you want to use to distribute the report.
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For this example instruction we will add one recipient for each of the Recipient Categories.

EREIEIE Schedule a Report: Step 4 - Distribute

Pararmeters
Distribute the repart in this format: |.='3\cr0bat Reader - |
Schedule
Distribute E ) . _ _
‘ Site Users Enter recipients to receive this report:
Retent (Erter login ID> per line
Fremen 3 E-mail Addresses doe|mum— e D per fhe)

&1 Distribution List

& FTP Site
Add Users
Report Recipients
E Tarm &

[ Cancel ] [ < Back ” Mext » ] |

2. Click the Site Users tab and type the User IDs of those internal users you want to receive the
report. Click Add User. The names are populated in the Report Recipients box.
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EEHIEIRE Schedule a Report: Step 4 - Distribute
Pararmeters
< Distribute the report in this format: |Acrobat Reader - |
chedule
Distribute .
& site Users Enter e-mail addresses to receive this report:
i arddress per Ling
fetention ‘ ._“D E-mail Addresses (Erter e = per L)

iMeCoy@TheReal.com|
83 Distribution List

& FTP site
Add .ﬂ\ddress
Report Recipients
a Torm :
ﬂ Dae, John :

[ Cancel ] [ < Back H Mext = l |

3. Click the E-mail Addresses tab and type the e-mail addresses of those external users you want
to receive the report. Click Add Addresses. The e-mail addresses are populated in the Report
Recipients box.
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EREIEIRT Schedule a Report: Step 4 - Distribute
Pararmeters
< Distribute the report in this format: |Acrc-bat Reader - |
chedule
Distribute 9 )
site Users Select Distribution List to receive this report:
Retention

3 E-rnail Add :
B3 E-ma e Accounting Departrment hd Add List
| &4 Distribution List unting Department

@__,__ FTP Site Accounts Payable
Accounts Receivable

Executive Management
Py & List
Payroll

| Report Managers List

Torn's Distribution List
Report Recipients

a Tarm

a Doe, John

,ga JMeCoy@TheReal.com

’ Cancel l ’ < Back ” Mt = ] |

4. Click the Distribution List tab and select the list of those you want to receive the report. Click
Add List. The distribution list name is populated in the Report Recipients box.
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Basic Info Schedule a Report: Step 4 - Distribute
Pararmeters
Distribute the report in this format: |Acrc-bat Reader - |
Schedule
Distribute 9 ]
Site Users | Transport: FTP ower TSL/SSL (Buth L) =
Retention 3 .
5 E-mail Addresses | FTP Server:  [20.30.0.123] | Port: 21
82 Distribution List Username: james Password: *oesessss
| € FTPSite | Remote Folder: CAURS\Reports
File Name: [Mame]}-{DatestAtAdd-hhmmbEd @
Add Server
Report Recipients
Tam
[Doe, Jlohn

JMcCoy@TheReal.com

g Eeees

Accounting Departrnent MWiewd

[ Cancel ] [ < Back H Mext = ] |

5. Click the FTP Site tab and fill in the required information for the file transfer. Before clicking Add
Server, it is good policy to test the connection. Click the Test button. The connection is tested
and one of the following displays next to the Test button:

Password: ***esssss Password: .........l

Failed Success!
M e b s  _ o ¥ oW o

If the test is successful, click Add Server. The FTP Server name populates in the Report
Recipients box.
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Basic Info

Pararmeters

Schedule

Distribute

Schedule a Report: Step 4 - Distribute

Fetention

Distribute the report in this format: |Acrobat Reader - |
& site Users Transport: FTP M
3 E-mail Addresses FTP Server: Port: 21
82 Distribution List | Username: Password:
€ FTPsSite | Remote Folder:
File Name: {Name]-{Datessybhidd-hhmm L Ed @
Add Server
Report Recipients
a Torm : =
a Dae, John ib
|_‘1-) IMeCoy@TheReal.com ={Delete This User
81 Accounting Departraent [view) :
& . e ecamnee = [zl

[ Cancel ] [ < Back H Mext = l |

6. To remove a recipient from the list, click the wastebasket icon ( & ) adjacent to the recipient's
name. A confirmation dialog box displays asking you if you are sure you want to remove the
recipient from the list. Click OK to continue. The name is removed from the list.

WERSA REPORTS




Chapter 4 Scheduling Reports

Recipients In List

Dae, lahn |:|

glabal:Payrall
glabal:Accounts Payable
—— - glabal:Accounts Receivable —E

& =l
81  Accounting Departmentﬂ?j@ _::-_1
& Secure FTP to 20.30.0,123 [Views) Il =

—

L Add Server |

F W WY ST Y VGV L WY P Y WY Y L W N N W T

7. Distribution list names can be identified by the 3 icon and a (View) hotspot following the name.
Hover your mouse pointer over the hotspot to see the recipients defined for that list. FTP sites
have a similar (View) hotspot for seeing more details about the FTP Server.

8. Click Next > to proceed to Step 5 — Global Retention Rules.

4.3.5 Step 5 - Global Retention Rules

When a report is put into a user’'s Report Archive, it remains there until deleted by the user or removed by
the retention rules defined for the report schedule.

There are two levels of retention rules:

e A default global retention rule for the schedule

e A personal retention rule that a user can specify by left-clicking a report in one of the Reports
Scheduled to Run views (either Reports | Scheduled, Reports Scheduled for Me, or Reports
to be Run).

This step of the wizard sets the default global retention rule for the scheduled report. Essentially this rule
dictates how long internal users will see this report in their Reports Archive list.
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E Universal Regort Server - ReEurt Schedule Editor i

Basic Infa Schedule a Report: Step 5 - Global Retention Rules
Pararmeters
Default Retention for Internal Users Receiving This Report:
Schedule -
I Delete After:
Distribut .
s ' Retain Report far: Minutes =
Retention 0 Keep up to Copies

@ HKeep Until User Deletes It

el () ) (G

Fields and Elements (Buttons) on this page

Field/Element Description

Default Retention Options The table below describes the four options available for setting the
default global retention policy

Delete After: Use this option when you want to delete the
report on a certain date and time. All reports
having this schedule will be deleted. Click the
calendar icon to select the date; click the clock
icon to select the time. This field is editable as
long as the date and time you enter pass the
validity tests. For example, you can type in
“December 1, 2010 1:45 PM” and it will reformat
to “12/1/2010 1:45 PM”.

Retain Report  Use this option when you want to delete a report
for: after an elapsed time period. Type a number in
the first box, then select Minutes, Hours, Days,
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Description

Cancel

< Back

Next >

Finish

WERSA REPORTS

Months, or Years from the list. As each report in
the schedule reaches the time period specified
here, it will be deleted. For example, if a report is
scheduled to run daily and this retention rule is
set to retain reports for five days, then you will
only have the last five reports kept in your
archive. As the oldest report reaches the fifth
day, it will be dropped off the list.

Keep up to Use this option when you want to keep only a
Copies  specific number of copies of a report. Any
reports that are outside of the number you
specify here will be deleted. For example, if you
specify you want to keep 10 copies, then when a
new report is generated, the oldest one will be
dropped from the list.

Keep Until Use this option when you want the report

User Deletes It  recipient to set their personal Retention Rules.
Universal Report Server will keep all reports in
the readers’ Reports Archive until they delete
them.

Closes the wizard without saving any of the changes made to any of
the pages during this session. You are returned to the Reports |
Scheduled sub-tab of the Reports Scheduled To Run tab.

Saves any changes you have made on this step and returns you to
the previous step.

This button is unavailable on this step.

Closes the wizard and saves any changes you have made. You are
returned to the Reports | Scheduled sub-tab of the Reports
Scheduled To Run tab where your new schedule has been added to
the list.
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1. Select one of the options for the default retention rule.

Basic Info

Pararmeters

Schedule

Distribute

Reterntion

Schedule a Report: Step 5 - Global Retention Rules

Default Retention for Internal Users Receiving This Report:

) Delete After:
@ Retain Report for: 3
) Keepupto Copies = Minutes
O Keep Until User Deletes It Hours
Days

Years g

[ Cancel l [ < Back ]| | [Finish ]

2. When you have completed this step of the wizard, click Finish. Your report schedule is now listed
on the Reports | Scheduled sub-tab of the Reports Scheduled To Run tab. Itis also listed in
the Reports to be Run tab if the Suspend Schedule check box has not been selected.
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4.4 Editing Schedules

If you are the creator of a schedule, you are the only one who may edit it. When editing a schedule you
use the same Schedule a Report wizard as when creating the schedule. The steps are already filled in
with information from the original schedule or from a previous edit. A common use for this action could be
to suspend the schedule, change how often the report runs, or to add or delete recipients of the report.

Editing a schedule begins from the Reports | Scheduled sub-tab.

1. Click the Reports | Scheduled sub-tab. The grid area lists all the report schedules you have defined.

ﬁhttp:,.-",.-"devZl]l]B,.-"VersaRepurt5,-"RepurtsScheduler.aspH - Windows Internet Explorer

@A - I@ http://dev2008/YersaR eports/RepartsScheduler, aspx j || XK Igong\e wikip P~
ﬁ ke ;éhttp:,l’,l’devZUUE,l'\u'arsaRaports,l’ReportsSchaduler.aspx | ﬁ} - E v - l:}Paga v (fTools = i
=

Change Pagsword Logout
LoggedIn As:Doe, John

(GMIT-05:00) Eastern Time (U3 & Canada)

Your Logo Here

Reports Archive Reports Scheduled To Run [ Reports Manager I bty Settings ]

Reports T 3cheduled Reports Scheduled For Me

Reports to be Run

“sRefresh Grid

B schedule A Report

Left-click a row for context menus to cperate on that row.

Schedule Mame

Report Mame

Report Created By

Scheduled By

Last Time Run

Mext Time Scheduled

Parameters

Crystal Repaorts wyParameters

Sample - With Parameters

Crystal w/Parameters

(&) Adjust Your Retention Rule
%Eﬂ Wiew Event Log

AR Charting Derno (no Parms) ActiveReports Charting Dermo Dae, John Dae, John Today @ 15:05 Today @ 15335
ARI Charting w/Pararmeters With 2 ActiveReparts Charting Doe, John Doe, John Today @ 15:05 Today @ 16:05
Really really really really really long  w/Parameters

narne to boot

Crystal - No Parameters Crystal - Hierarchical sample Doe, John Doe, lohn Aug 2, 2009 @ 1208 Suspended
Crystal Reports demo with Crystal we/Parameters Doe, lohn Dioe, lohn Feb 12 @ 12:19 har 23 @ 13:19

HtraReport Parameter Derm

Create Mew Schedule Frorn This One..,

Today @ 15:15

Today @ 12:32

Taoday @ 15:40

Flash Report fram DOCS2 DOCSE? Flash Repart # Edit Schedule Today @ 15:02 Today @ 1357
1D Sched 1- ARCD Demaonstration of Active Ry T Delate Scheduh\s Mot et Run har 25 @ 12:00
Charting I
Il Suspend Schedule
Reports.Met Variables Test Reports.Met Variables Test | Mar 17 @ 13:13 Suspended
ot |

Taoday @ 15:32

Sample Native Run HtraReport DLL Derna Doe, John Doe, lohn Today @ 15:08 Today @ 15:24
Sample Run HtraReport DLL Derna Doe, John Doe, lohn Mar 200 @ 1407 Suspended
Stirmulsoft - Simple Group Derno Simple Group Demo Doe, lohn Doe, lohn Today @ 15:00 Today @ 16:00
Telerik Dashboard wyParameters Telerik Dashboard w/Pararmeters Dae, John Doe, lohn bar 20 @ 14:05 Suspended
Tom's Mew test of CR (actually Crystal - Hierarchical sample Doe, John Doe, lohn Mot et Run Apr 10 @ 10:15
with params)

Tom's Scheduling Test Crystal - Hierarchical sample Doe, lohn Doe, lohn Jan 30 @ 11:58 Mewer

WersaReports Universal Report Senver Enterprise Edition version 1.3.0 @ Copyright 2009.2010 by VersaReports LLC. All Rights are Resenved

[

HA00% vz

‘http: Jidewz2008 versaReports/ReportsScheduler . aspxat

’_ l_ ’_ ’_ ’_ l_ |§i¢ Local intranet | Protected Made: On

2. Click (left-click) the name of the schedule and click the Edit Schedule option. The first step (Step 1 -
Basic Information) of the Schedule a Report wizard displays.
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E Universal ReHnrt Server - ReHnrt Schedule Editor b4

Basic Infa Schedule a Report: Step 1 - Basic Information
Parameters Schedule Name: Crystal Reports dermo with Pararneters

Scfi_ﬁ‘dule Reports By Category -

Disthmute » &AR3 Dernos

Retention Crystal Reports Demos

0 Crystal - Hierarchical

O Crystal - Hierarchical sample
Select Report to Run: @ Crystal w/Pararmeters

© DOCS2 Flash Report

O Torn's w13 Test Crystal wyPararneter

» Dermos

» Stimulsoft Demos

» Telerik Dermos
<] |

Suspend Schedule: Check to Suspend Bunning this Report for Now

_____________ | (o) (s

3. If you know what step you want to edit, you may go directly to it by clicking the tab in the left panel.
For example, if you want to adjust the times and dates the report will run, click Schedule in the left
panel, as illustrated above.

Please refer to Section 4.3 Scheduling Reports — the Schedule a Report Wizard starting on page 71
in this chapter for detailed descriptions of the fields for each of the steps.

4. When you are done editing, click Finish. This will save the changes you have made on all pages
(steps) of the wizard. There is a Finish button on every page of the wizard; you do not have to go to
the last page (Step 5) to click it.

4.5 Deleting Schedules

Use this action when you want to permanently stop the scheduled report from running and you never
want it to run again. It is only the schedule that gets deleted, not the report that is registered in URS.
Reports that have been delivered to users by this schedule will remain in the users’ Reports Archive list
until any time-based retention rule removes it, or until the user manually deletes the report from the
archive.

If you delete a report by accident, you cannot "undelete” it. You must recreate it using the Schedule a
Report wizard.

Note: If you just want to suspend a report from running for a while, select the Suspend Schedule
check box in the first step of the Schedule a Report wizard.
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1. Click the Reports | Scheduled sub-tab. The grid area lists all the report schedules you have defined.

‘ersaReports/ReportsScheduler.aspx - Windows Internet Explorer
@A - Ig‘ http:}jdewz008VersaR eportsfReportsScheduler . aspx. j *2|% Ignngle wikip Foaks
i:? '1'}":? @http:,i,l’devZUUB,l’VersaRepDrts)’ReportsScheduIer.aspx | | Fh < E TEmT ,_]" Page - ‘_; Tools =
|
Change Password Logout
-Y I I—I LoggedIn As: Doe, John
011:( 080 ere (GMIT-05:00) Eastern Time (U5 & Canada)
Reports Archive Reports Scheduled To Run [ Reports Manager I by Settings w
Reports [ Scheduled Reports Scheduled For Me Reports to be Run
“Refresh Gric B Schedule A Report Left-dlick a row for context menus to operate on that row.
Schedule Marne Report Mame Report Created By Scheduled By Last Tirne Run Mext Titme Scheduled
AR3 Charting Derma (no Parms) ActiveReports Charting Derno Doe, John Doe, John Today @ 15:05 Today @ 15:35
AR3 Charting wi/Pararneters With a ActiveReparts Charting Doe, lohn Doe, lohn Today @ 15:05 Today @ 16:05
Really really really really really long wi/Pararneters
narne to boot
Crystal - Mo Pararmeters Crystal - Hierarchical sample Dae, lohn Dae, John Aug 2, 2009 @ 12:09 Suspended
Crystal Reports demao with Crystal wi/Parameters Dae, lohn Dae, lohn Feb 12 @ 12:18 Mar 23 @ 13:19
Pararneters
Crystal Reports wyPararmeters Crystal wiPararmeters Nine ok Ooe lohe Today @ 15:15 Today @ 15:40
Adjust Your Retention Rul
Flash Repart frorm DOCS2 DOCS? Flash Report G Adjust Your Retention Rule Today @ 15102 Today @ 1557
. . Ei?l Wiew Event Log
1D Sched 1- ARCD Demanstration of Active Rep Mot Yet Run Mar 25 @ 12:00
Charting # Edit Schedule
Reports.Met Variables Test Reports Met Variables Test | j Delete Schedule N bdar 17 @ 12:13 Suspended
Sample - With Parameters HtraRepart Parameter Dema | 01 Suspend Schet:iullé\§ Today @ 12:32 Today @ 15:32
Sample Mative Run HtraReport DLL Derno 53 | Create Mewr Schedule From This One... Today @ 15:09 Today @ 15:24
Sample Run HtraReport DLL Derno Dae, lohn Dae, lohn Mar 20 @ 1407 Suspended
Stimulsaft - Simple Graup Dermo Simple Graup Dema Dae, lahn Dae, lahn Today @ 15:00 Today @ 16:00
Telerik Dashboard wi/Parameters Telerik Dashboard wyParameters Doe, John Daoe, John Mar 20 @ 14:05 Suspended
Tom's Mew test of CR (actually with  Crpstal - Hierarchical sample Doe, John Doe, John Mot et Run Apr 19 @ 10:15
params)
Torn's Scheduling Test Crystal - Hierarchical sample Doe, John Doe, John Jan 30 @ 1L1:58 Mever
VersaReports Universal Report Sener Enterprise Edition version 1.3.0 @ Copyright 2008-2010 by VersaReports LLC. All Rights are Reserved
[Ittp: {2008 ersaReports{ReportsScheduler. asprk [ [ [ [ [ [%&Localintranet | Protected Mode: on Ti0% v

2. Click (left-click) the name of the schedule and click the Delete Report option. A confirmation dialog

box displays.

Windows Internet Explorer | x| |

This action will delete the selected report schedule, Are wou sure
wou wank ko delete this schedule?

Cancel |

3. Click OK.
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Chapter 5
Viewing Reports

5.1 Overview

VersaReports Universal Report Server provides easy access to reports that have been placed in your
archive. Viewing them is a simple as locating the report and clicking the View link. Your reports are
organized on the Reports Archive tab. This grid shows you the reports that have been successfully run
for you and that have been retained (via the default and personal Retention Rules). The tree list in the left
panel of this tab lets you select the view of the reports you want to see: either by date, by the scheduled
report's description/name, or by deleted reports. The Reports Archive tab is described in detail in the
next section of this chapter.

Reports are automatically deleted from your Reports Archive when the retention rule criteria are met.
Once reports are removed by the retention rule, they cannot be recovered.

%6 WERSA REPORTS



Chapter 5 Viewing Reports

5.2 Reports Archive Tab

A page showing the Reports Archive tab is illustrated below.

Zf'hl:I:p:,.-",.-"devZl]l]B,.-"UersaReporI:s,.-"ReportsArchive.aspx - Windows Internet Explorer

@A - |g http: fdev2008/Ver saReports/Reportsarchive, aspx j || X ILive Search 2=
f.? ate (& htbp:idev2008/VersaReports/Reportsar chive. aspy | | i;'} L ST ._'\," Page -~ ‘.a’ Tooks ~ 7
Change Password Logout
-Y I Ii LoggedIn As: Doe, John
0111’ 080 ere (GMT-05:00) Eastern Time (U3 & Canada)
| Reports Archive Reports Scheduled To Run Reports Manager Iy Settings
=l Reports By Date ¥ sRefresh Grid Left-click a row for context menus to operate on that row.
""" Today Schedule Marme Created On =
..... Vesterday = Crystal Reports wiParameters Today @ 10:02 Yiew
""" Past ¥ Days
¥ ",j ARA Report Schedule Today @ 10:00 Yiew
""" This honth
",j Telerik Dashboard wiParameters Today @ 10:00 Yiew
""" Last Maonth
_____ Past 90 Days ",j Sample Native Run Today @ 09:54 Yiew
..... All Tirme ",j Sample Run Today @ 09:52 View
+ Reports By Schedule Name i Crystal Reports wiParameters % Mar 18 @ 13:12 Yiew
+J Reports By Report Mame ",j Sample Run Mar 18 @ 13:07 Yiew
" Deleted Report - .
eleted Reports & AR3 Charting we/Parameters With a Really really really really really long Mar 18 @ 13:05 Viewr
harne to boot I
",j Sample Run Mar 18 @ 12:52 Yiew
= Crystal Reports we/Parameters har 18 @ 12:47 Wiy
",j NEW SCHEDULE FOR Weekly Attendance Data Mar 18 @ 12:38 Yiew
",j Sample Run Mar 18 @ 12:22 Yiew
p4  Reports.MetWariables Test Mar 17 @ 13:13 Wiy
= Reports.Met ariables Test Mar 17 @ 12:58 Wiy
",j Sample Native Run Mar 17 @ 12:54 Yiew
[1]2 3 4 Page 1of 4, iterns 1t 15 of 48,
“erzaReports Universal Report Server Enterprise Edition version 1.3.0 @ Copyright 2009-2010 by VerzaReports LLC. Al Rights are Reserved.
|_:_‘ Done l_l_l_l_l_l_wy Local intranet | Protected Mode: On | H100% - v

The Reports Archive tab lists all the reports that were scheduled for you, that successfully ran, and that
were delivered to you. You might compare this to an Inbox where the reports you have received are
sorted by date and by schedule name.

You may sort the listed reports:

e Alphabetically by the report schedule’s name — click the Schedule Name column

e By the date and time when the report was run and delivered to you — click the Created On
column
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5.2.1 Actions You May Take on These Reports

5.2.1.1 Report Details

If you point your mouse to a report and hover over it, a Report Details pop-up tool tip appears.

Note:

There is an option in the Personalizations sub-tab of the My Settings tab that controls whether
you want to see the Report Details pop-up tool tip and to set the delay before it is shown to you.
Refer to Section 2.4.4.3.3 Setting the Delay Time for Report Archive Tips starting on page 32 for

more information and instructions for setting these options.

¢ sRefresh Grid

Schedule Mar

=
i
=
g
pl
rad
i

The Report Details pop-up tool tip shows the following information:

Quick Run: D
Copy of Tam
Torn's Daily B
Quick Fun: B
TO Test Quic

Sample Run

Report Details

Report: ActiveReports Charting
wi/Parameters

Report Size: 533.4 KB

Schedule Mame: AR3 Charting
wi/Parameters With a Really really
really really really long name to boot
Scheduled By: Doe, John

Sent By: Doe, John

Notes:

This report was sent to me by John
Doe an 3/11L/10.

=}

Weekly Sales - Pie Chart (5] o | T

Pl ot WP W L LS N Y P N T R A

Report: The actual name of the report as defined by the Reports Administrator

Report Size: The amount of space taken by this report in storage

Schedule Name: The original name of the schedule for this report as defined by the person who
scheduled it. Note that this may be different that the name of the report you are hovering over if
you have changed its name.

Scheduled By: The user who scheduled the report.

Sent By: If this report was sent to you via the Distribute to Others option, this is the user who

sent it.

Notes: Shows any notations you have added

5.2.1.2 Options Menu Actions

When you click any of the reports, an options menu appears showing the actions you can take on that
report. The possible actions you may see, and the page they are documented on, are:

98

View Report (see page 101)

Add Notes (or View/Edit Notes) (see page 101)

Rename Report (see page 103)
Distribute to Others (see page 105)
Re-run/Refresh Now (see page 110)
Quick Run (see page 113)

Delete Report (see page 115)
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o Keep Until | Delete (see page 116)
e Restore Report (see page 119)

Note: You will only see the Re-run/Refresh Now or Quick Run actions if you are the one who scheduled
the report. Also, the Restore Report action is only available for deleted reports.

Each of these is described in detail in Section 5.3 Taking Actions on Reports in the Archive on starting on
page 100.

5.2.2 Reports Archive Categories (in the left panel)

5.2.2.1 Reports By Date

Select one of the seven groupings to see the reports that you have received within that time period.

5.2.2.2 Reports By Schedule Name

Select one of the reports by its schedule name to view all those reports that fall within the default
retention period or the retention period you have assigned for this report. (See page 120 for more
information about Retention Rules.)

5.2.2.3 Reports By Report Name

Select one of the reports by its report name (as it was defined by a Report Administrator) to view all those
reports that fall within the default retention period or the retention period you have assigned for this report.
(See page 120 for more information about Retention Rules.)

5.2.2.4 Deleted Reports

Lists those reports that you have removed (deleted) from the other three sections and that are still within
the bounds of the retention period.
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5.3 Taking Actions on Reports in the Archive

After logging in, your initial page will show Today’s reports in the Reports Archive tab. These are sorted
by the Created On column showing the most recent report at the top of the list. You can change this sort
order, or change the category of the sort, by clicking the column heading.

Zf'hl:I:p:,.-",.-"devZl]l]B,.-"UersaReporI:s,.-"ReportsArchive.aspx - Windows Internet Explorer

@A - |g http: fdev2008/Ver saReports/Reportsarchive, aspx j || X ILive Search 2=
f.? ﬁ'ﬁ? @ http: fidev2008/Ver saReports/Reportsarchive, aspx | | 1’:} - E - - d’ Page - <_; Tocls «
Change Password Logout
-Y I Ii LoggedIn As: Doe, John
0111’ 080 ere (GMT-05:00) Eastern Time (U3 & Canada)
| Reports Archive Reports Scheduled To Run Reports Manager My Settings
=l Reports By Date ¥ sRefresh Grid Left-click a row for context menus to operate on that row.
""" Today Schedule Marme Created On «
..... Vesterday ",j Sample Run Today @ 12:22 Yiew
""" Past ¥ Days )
= Crystal Reports wiParameters Today @ 12:22 Yiew
""" This honth
",j NEW SCHEDULE FOR Weekly Attendance Data Today @ 12:38 Yiew
""" Last Maonth
_____ Past 90 Days i Crystal Reports wiParameters - : - Today @ 12:47 Yiew
= | & Wiew Repaort | _
..... All Tirme ﬁ Sample Run 7 Today @ 12:52 View
=4 Add Mates b
AR3 Charting wiParameters ¥ith a f .
+ Reports By Schedule Name 9 ) .
" Reports By e # | Rename Report Today @ 13:05 View
" Reports By Report Mame 34 Distribute To Oth
",j Sample Run 7 [ @t Today @ 13:07 Yiew
""" Deleted Reports #]  Re-Run/Refresh Mows )
= Crystal Reports wiParameters Today @ 13:12 Yiew
™1 Quick Run
i Delete Report
(2] Keep Until I Delete
YersaReports Universal Renort Server Erterprize Edtion version 1.3.0 @ Copvyriabt 2009-2010 by VersaReports LLC, All Riahts are Reserved. LI
|http:,l’,l’devZDDS,l’VersaReports,l’ReportsArchive.aspx# ’_ ’_ ’_ ’_ ’_ l_ |€'§¢ Local intranet | Protected Mode: On | H100% - v

The actions available for a report on this list are View Report, Add Notes, Rename Report, Distribute
to Others, Re-run/Refresh Now, Quick Run, Delete Report, and Keep Until | Delete. Each of these is
described in detail in the sections that follow.
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5.3.1 View Report

Two methods can be used for accessing and viewing a report:
¢ From the grid on the right, click the View link for the report you want to examine.
e Click the report and then click the View Report option.

In either case, the report is opened in a new browser window.

The viewing format of the report is determined by the person who scheduled the report. Each report in the
list is preceded by an icon that indicates the viewing format. Some of the standard icons and report
formats are shown in the table below.

Icon Viewing Format
@_EI Excel
|E|_°| Word
ﬁ PDF
B HTML
i Preview Only (Native Report)
ﬁ RTF

Other icons or report formats may be defined by the system administrator as part of the Universal Report
Server configuration, as described in the Installation Guide.

5.3.2 Add Notes (or View/Edit Notes)

Use this feature to store a comment that is displayed in the Report Details pop-up tool tip. The note is
limited to 1024 characters.

Click the report and then click the Add Notes option.

¥ aRefresh Grid

Schedule Mame

Tom 's Daily Report - AR Charting Demo
Ou & View Report B
| 4 Add Motes _
# Renarlf% Report i
i Distribute To Others

TO

#]  Re-Run/Refresh Maowe
5 Qick Run

: Delete Report
(2] Keep Until I Delete

W Ny TR W T PRy
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The Report Notes dialog box appears.

Notes for: Tom's Daily Report - AR Charting Demo
Fun at: Mar 20 (@ 7:00 PII

This is a note for rrey report, Toan paste text into this box by using Ctel - or right-
clicking and choosing Paste, This box does not support special fu:urmatting.|

(e ]

Type your text into the box and click Save Notes. If you want, you can copy text from outside the

program and paste it into this box by using Ctrl-V or right-clicking and choosing Paste. Special formatting
(such as bold) is not supported.

Once a note has been added, the report is listed in the grid with a Notes icon ( =) to the right of its name.

The Report Details pop-up now shows these notes and the action on the context menu changes to
View/Edit Notes.
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1 Run F.e

=

Sched

Tom's

R55 Fe

Report Details

Report: ActiveReports Charting
Dema

Report Size: 1547 KB

Schedule Mame: Tam's Daily Report
- AR Charting Demao

Scheduled By: Tom

Notes:

This is a note far my report. I can
paste text into this box by using Ctrl-
Yoar right-chicking and choaosing
Paste, This box does not support
special formatting.

Left-click a row fo

arting Derno

Tarn's Daily Report - AR Charting Dernao - |

Copy of Tarmn's Daily Report - AF
Torm's Daily Report - 3,/12/2010
&R Charting - Once a day

AR Charting - Orce a day

| & Wiew Report

| 4 View/Edit Notes

# R.EJ‘I\}BI"I"IE Report
&:I-'] Distribute Ta Others

LV W L T PN R W SRR R TN s W P o

|£] | Re-Run/Refresh Mow
&R Charting - Once a day 5 Quick

Fun

: Delete Report
5] Keep Until I Delete

Chapter 5 Viewing Reports

View or edit the notes by clicking the View/Edit Notes option, or click the Notes icon (=) to the right of
the name. To remove notes from a report, simply edit the notes and in the Report Notes dialog box
delete all the characters. Once saved, the Notes icon disappears and the Report Details no longer shows

a Notes section.

5.3.3 Rename Report

Use this feature to rename any report in your Reports Archive view. The new hame may have up to 255
characters. This name will be used in your Reports Archive only, and only for the one report. The report
will retain that name until you change it again or until the report is deleted.

REPORTS
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Click the report and then click the Rename Report option.

* sRefresh Grid Left-click a row for context menus to opera

ﬁ Torm's Daily Report - AR Charting Demo e | Far 12 @ 6:00 PrA
L& Wiew Report
=4 Wiew/Edit Motes

! #" Rename Report |
Ig__:] Distribute % Others

ﬁ Cuick Run: Bogus Report PAar 12 @ 5:59 PR

ﬁ T Test Quick Run frorm Rpts Far 12 @ 3:53 P

|#] Re-Run/Refresh Maw
[51 ] Quick Run

: Celete Report
%) Keep UntilI Delete

TR Y VST Y W VY _ YW WY NPV Y _ N Ve W Y YV ¥ Y

The Report Rename dialog box appears.

Report: Tom's Daily Report - AR Charting Demo
Fu at: Ilar 12 (@ 6:00 PM

Rename Heport to:
[Torm's Daily Report - 3/12/2010 Sales] |

(Clear text box to use the repot's schedule name instead)

(o)
& ]

The current name of the report is displayed in the Rename Report to box. Type the new name and click
Save Name. If you want, you can copy text from outside the program and paste it into this box by using
Ctrl-V or right-clicking and choosing Paste. Special formatting (such as bold) is not supported.

If you have already renamed the report and you want to revert to the report’s original schedule name
instead, just clear the Rename Report to box and save.
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Note that the Report Details pop-up will always show the Report Name and Schedule Name as they were
originally defined.

Fun Reports banager | Py Settings

Report Details
Report: ActiveReports Charting
Dema
ﬁ Report Size: 184.7 KB
Schedule Mame: Tom's Daily Report
= - AR Charting Dema
E| g
Scheduled By: Tam

ﬁ Tom's Daily Repn%[:gfﬂﬂ[lll] Sales
Y Y N N Y o T oW P

ing Dern

Your new name will, however, be shown in the sample report viewers.

(_'_'.'_'Acl:ivEREpurts Yiewer - Windows Internet Explorer

Tom's Daily Report - 3122010 Sale
art-SHE—ET Y Scheduled By: Doe, John Expires On:

Title

Report Run At
|E||&F'nnt ‘@|ﬂ|[||5|3|@\@\|1nu/ I|¢@|1-"2 |@Eack@F
[ —

Bound Charting

The data in this chart is bound using the datasource editor in th

-Flj—grear?nr:altyer top  box. This chart alsouses some code to display the Legend Te

enterl

o Fe F Ny P TN

5.3.4 Distribute to Others

Use this feature to route any report in your Reports Archive to another site user, to a distribution list, to an

e-mail account, or to an FTP site:

Internal users will receive the report in their Reports Archive list according to the date the report
was run, not the date it was sent. Once the report is there, the internal recipient may treat it as
any other report, except the Re-run/Refresh Now and Quick Run actions are not available.
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Internal recipients will have "Sent By" information in the Report Details pop-up tool tip for the
report.

o External users will be sent an e-mail with the report attached. External users can only receive
reports that are not “native” (Preview-Only Format) reports.

o FTP servers will receive the reports in the folder specified by you in the FTP Site information box.
Like external users, FTP sites can only receive reports that are not “native” (Preview-Only
Format) reports.

If you are the scheduler of this report, there will be an option in the Distribute Report to Additional
Recipients dialog box to permanently add the specified recipients to the report schedule’s recipients list.

To use this feature, click the report and then click the Distribute To Others option.

¥ sRefresh Grid Left-click a row for context r

ﬁ Torn's Daily Report - 371272010 Zales TS

] Quick Run: Bogus Rep L, Wiew Repaort Mar
Add Mot

ﬁ T Test Quick Run fro ﬁ e bar

#' Rename Report
@ Distr'i\hute To Others

1] RE-F!.ﬁ%fRefresh Moy
[ Quick Run

: Delete Report
5] Keep UntilIDelete

VLT NP PPV Y Y P P N WO N S S L Y
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The Distribute Report to Additional Recipients dialog box displays.

Distribute Report to Additional Recipients
Report: Weekly Attendance Data
Run at: Today (@ 4:30 M

& site Users Enter recipients to receive this report:
(Rter logit I par line
3 E-mail Addresses e toer Dt D per )

& Distribution List

& FTP Site

X

Report Recipients

Mo records to display.

Permanently Add Recipients To Schedule For This Report

Reports may be distributed to site users (internal users), e-mail addresses (external users), users on a
distribution list, and to a folder on an FTP server.

Note: If the format of a report is native to the report designer (that is, a Preview-Only format), the E-mail
Addresses and FTP Site tabs and entry boxes will not be available.

Brief instructions for each of the Recipient Categories are given below. Refer to Section 4.3.4 Step 4 —
Distribute on page 79 for detailed information and instructions.
e For Site Users, enter each login ID on a separate line, and then click Add Users.

o For E-mail Addresses, enter each valid e-mail address on a separate line, and then click Add
Addresses.

e For a Distribution List, click the down arrow and then select the list from those that are available to
you. Then click Add List.
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e For an FTP Site, fill out the requested information. You can test whether the information you entered

will result in a successful transfer by clicking the Test button. If the test is successful, click Add
Server.

The Distribute Report to Additional Recipients dialog box shown below illustrates each of the different
types of report recipients.

E LUniversal REHurt Server - Distribute REHurt To Others i

Distribute Report to Additional Recipients
Report: Weekly Attendance Data
Run at: Today (@ 430 P

& site Users Transport: FTP M
34 E-rnail &ddresses FTP Server: Port: 21
&4 Distribution List | Username: Password:
& FTPSite | Remote Folder:
File Name: {Narme}-{DatesyyyyMMdd-hhmm}{Ed @

Add Server

Report Recipients

Doe, lohnk
laneDoe@bogqusmail sz

Report Managers List (Wiew)

& BY e

FTP to 20,300,123 {iew)

FPermanently Add Recipients To Schedule For This Report

Note: A (View) hotspot follows the name of a Distribution List and FTP Site. Hover over that link to see
the recipients defined for that list. Hover over this hotspot to see the recipients defined for the
distribution list, or the information entered for the FTP site.

To remove a recipient from the list, click the wastebasket icon ( &) adjacent to the name.

The Permanently Add Recipients To Schedule For This Report check box is available only if you are
the scheduler of the report. Select this check box if you want to automatically add the listed recipients to
the original schedule for the report. If not, make sure the check box is cleared.

Click Send Copies when you are ready to distribute this report to the designated recipients.
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While the program is processing the distribution list, it shows a progress bar.

Distribute Report to Additional Recipients
Report: Weekly Attendance Data
Run at: Today (@ 4:30 M

Total Sent: §3% [5)

Currently Sending To: FTP to 20.30.0.123

Processing Request. Please wait until done.

WERSA REPORTS
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When the program is done processing, it shows the results of sending the report to the recipients.

E Liniversal REHurt Server - Distribute REHurt To Others i

Distribute Report to Additional Recipients
Report: Weekly Attendance Data
Run at: Today (@ 4:30 M

Processing Request. Please wait until done.

Eesults of Sending to Selected Beciplents:
TTzer Dioe, John,. .. Successfial
Emal JaneDoe@bogusmail xyz... Successfiul
Distribution List Eeport Managers List. .
Tzer Totn. .. Successfial
FIP to 20.30.0.123. .. Error: Eeport could not be sent copied to 20.30.0.123; error was: Faled to
cotmect and login to server.

Done!

I'tm Done [ Send To Others

Note that if there is an unsuccessful distribution to a selected recipient, this results dialog box shows an
error and gives a brief explanation of why the request did not process successfully.

If you are finished, click ’'m Done. If you still want to distribute this report to others, click Send To
Others.

5.3.5 Re-run/Refresh Now

Note: This feature is only available to those users who have scheduling permission for the selected
report.

Use this feature when you want to quickly re-run a report. Essentially this is a "report refresh” that
executes a one-time run of a copy of an existing schedule. Before running the report, you are permitted to
make changes to the name of the schedule, to the report parameters (if any), to the recipients, and to the
default retention for internal recipients.
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You may not make changes to the schedule. If the relative time has changed and the schedule uses a
parameter that is relative to the current time (for example, the current hour), the report will still use the
time relative to NOW instead of to when the report originally ran.

To use this feature, click the report and then click the Re-run/Refresh Now option.

¥ sRefresh Grid Left-click a row for «

_

ﬁ Torn's Daily Report - 37122010 Sales

ﬁ Quick Run: Bogus Repol & ey Riepert
= Add Motes

#° | Renarne Report
@ Distribute To Others

ﬁ TO Test Quick Run frorm

| F| Re-Run/Refresh Mo
[ Quick Run l’%

0 Delete Report

(5] Keep UntilI Delete
Ao a st B s ab g R PR P g b e ]
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The first step of the basic Schedule a Report wizard displays,

Basic Info

Pararmeters

Distribute

Retention

Schedule a Report: Step 1 - Basic Information
Schedule Name: Copy of Tom's Daily Report - AR Charting Demo
Select Report to Run: ActiveReports Charting Demo

[ Cancel ] | |[ Mext = ] [ Finish ==

Note that the Schedule tab is not visible and therefore not available for editing. Information on the other
tabs can be changed if desired. To review this scheduling wizard and the fields on these tabs, please
refer to Section 4.3 Scheduling Reports — the Schedule a Report Wizard on page 71.

When you are ready to run the report, click Finish. The report is run immediately and distributed to the

listed recipients.

112
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5.3.6 Quick Run

Note: This feature is only available to those users who have scheduling permission for the selected
report.

This feature is similar to the Re-run/Refresh Now option as it immediately runs the report for the selected
schedule, but you may only change the name of the schedule, the report parameters (if any), and the
format of the report.

You may not make changes to the schedule, to the distribution list, or to the retention policy. You will be
the only recipient and retention is preset to Save Until Deleted.

To use this feature, click the report and then click the Quick Run option.

* sRefresh Grid Left-click a rowe f

ﬁ Torn's Daily Report - 37122010 Sales

ﬁ Quick Fun: B L View Repaort

Add Motes
ﬁ TO Test Qui 4 nses
#°  Rename Report

@ Distribute To Others

|#]  Re-Run/Refresh Maow
| ™ Quick Run |

Delete Flepu:k’g

Keep Until I Delete
Y e Y e e e vy L - PP Y Y
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The first step of the basic Schedule a Report wizard displays,

Basic Info Schedule a Report: Step 1 - Basic Information
Parameters Schedule Name: Copy of Tom's Daily Report - AR Charting Demo
Distribute Select Report to Run: ActiveReports Charting Demo
[ Cancel ] | |[ Mext = ] [ Finish ==

Note that the Schedule and Retention tabs are not available.

On the Basic Info tab you may change the name of the schedule if you want. On the Parameters tab, if
there are parameters you may change their values if desired. On the Distribute tab, the only field
showing is the format for the report. You may change this also if you wish.

When you are ready to run the report, click Finish. The report is run immediately and the report is placed
in your Report Archives.
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5.3.7 Delete Report

You may want to delete reports from your Reports By Date, Reports By Schedule Name, or Reports By
Report Name lists to allow you to better manage the number and types of reports in your Reports Archive.
Deleted reports are sent to the Deleted Reports list.

ev2008,YersaReports/Reportsirchive.aspx - Windows Internet Explorer

@‘—q - |g http: j{dev 2008 VersaReports/Reportsarchive, aspx j || X ILive Search 2=
* & g - Y rege - (G Tods <
,éhttp:,l’,l’dEVZDDSIVersaReports,l’ReportsArchlve.aspx | 1;-9} - E - [ - ;o Page - (OF Tools +
=

Change Password Logout

Your Logo Here (L0500 B Tone 036 ot

| Reports Archive Reparts Scheduled To Run Repaorts Manager Iy Settings
=| Reports By Date Gri Left-click a row for context menus to operate on that row.
""" Today Schedule Marme Created On
""" Vesterday ",j Wieekly Attendance Data har 16 @ §:45 Ph Wiy
""" Past 7 Days ]
= Wieekly Attendance Data har 16 @ 8:36 Ph Wiy
""" This Manth
E] Quick Run: Tom's w1.3 Test Crystal w/Parameters Mar 14 @ 1:00 PA Wiewy
""" Last Month
_____ Past 90 Days ",j Quick Run: Daily Expenses har 13 @ 6:14 Ph Wiy
..... All Tirne i Copy of Tom's Daily Report - &R Charting Demo har 13 @ 4:54 Ph Wiy
+1 Reports By Schedule Name ",j Torm's Daily Repart - 3/12/2010 Sales Mar 12 @ 6:00 P Wieny
+J Reports By Report Mame ",j CQuick Run: Bogus Report har 12 @ 5:39 Ph Wiewy
Deleted Reports ",j TO Test Quick Run from Rpts Mgr Tab: Daily Expenses Mar 12 @ 3:53 PM Wiewn
| Sample Run Mar 9 @ 1:52 PR Wi
E  weekly Sales - Pie Chart [ LGy View Report Mar § @ 1:05 PM Yiew
=4 Add Mates
",j Crystal Reports demo with Paramet: Feb 12 @ 12:19 PhA Wiy
# Rename Report
",j Marnthly Gross Income &1 Distribute Ta Others Mow 16, 2009 @ 1:05 PR Wiewy
",j AR Charting - Once a day | T Delete Report Oct 11, 2008 @ 12:40 Ph Wiewy
] "
",j AR Charting - Once a day () | Keep UntilT DJ‘h?te Qct 10, 2009 @ 12:40 PR Wign
",j Production Results - 5 Minute Intervals Oct 9, 2009 @ 1:45 P Wiewy

._.
[r=]
w

Page 2 of 3, iterns 16 to 30 of 37,

“erzaReports Universal Report Server Enterprize Edition version 1.3.0 @ Copyright 2009-2010 by VersaReports LLC. 8l Rights are Reserved.

|

|http:,l’,l’devZDDS,I’VersaReports,l’ReportsArchive.aspx# ’_ ’_’_ ’_ |€'§¢ Local intranet | Protected Mode: On | F100% - v

To delete a report from the list shown in the grid, click the report name and then click the Delete Report
option. A confirmation dialog box displays.
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Windows Internet Explorer |

I-'.._..‘-I This action will remove the selected report From wour archive area.
' Are you sure you wank fo remove this report?

Cancel |

Click OK. The report is moved to the Deleted Reports list.

5.3.8 Keep Until | Delete

Reports are automatically removed from your lists based on the default retention rule or your Personal
Retention Rule for that report. Use the Keep Until | Delete action to supersede this rule and keep the
report in your archive until you manually delete it.
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dev2008,/YersaReports/Reportsarchive.aspx - Windows Internet Explorer

@:—-: - |g http: fdev2008/Ver saReports/Reportsarchive, aspx

ﬂ? ﬁ'ﬁ? @ http: fidev2008/Ver saReports/Reportsarchive, aspx | |

j *2 || X ILiveSearch

@ - B - o - sk Page - -'__'_('_‘;}Tools =

|http 1fidev2008 YersaReports/Reportsarchive, aspx

Change Password Logout
-Y I Ii LoggedIn As: Tom
0111’ 080 ere (GMT-05:00) Eastern Time (U3 & Canada)
| Reports Archive Reports Scheduled To Run Reports Manager Iy Settings
=l Reports By Date
""" Today Schedule Marme Created On
..... Vesterday ﬁ Wieekly Attendance Data har 16 @ 8:45 PM Wiy
""" Past ¥ Days
¥ Wieekly Attendance Data har 16 @ 8:36 PM Wiy
""" This honth
Quick Run: Tom's w1.3 Test Crystal we/Parameters Mar 14 @ 1:00 PR Wiewy
""" Last Maonth
_____ Past 90 Days ﬁ Quick Run: Daily Expenses har 13 @ 6:14 PM Wiy
_____ All Tirme Copy of Torn's Daily Report - AR Charting Demo hdar 13 @ 4:54 P Wiewy
<1 Reparts By Schedule Narme ﬁ Tormn's Daily Report - 3/12/2010 Sales har 12 @ 6:00 Ph Wiy
ﬂ Reports By Report Mame ﬁ Quick Run: Bogus Report har 12 @ 5:59 PM Wiewy
- Deleted Reports ﬁ T Test Quick Run from Rpts Magr Tab: Daily Expenses har 12 @ 3:53 PM Wiewy
ﬁ Sample Run Mar 8 @ 152 Ph Wiy
Witeekly Sales - Pie Chart . | Mar 9 @ 1:05 Ph4 Wiewy
- |4 Wiew Report
ﬁ Crystal Reports dermo with Param Feb 12 @ 12:19 P Wiy
=] View/Edit Notes
- .
,j Monthly Gross Income # | Rename Report Mow 16, 2009 @ 1:05 PR Wiewy
ﬁ AR Charting - Once a day .QJ Distribute To Others Qct 11, 2009 @ 12:40 PRA Wiewy
T AR Charting - Once a day T Delete Report Oct 10, 2008 @ 12:40 PM Wiew
ﬁ Production Results - 5 Minute Int | (51 Keep Until I Delete I Oct 9, 2009 @ 1:45 PM Wiewy
1|z| 3 Page 2 of 3, iterns 16 to 30 of 37,
“erzaReports Universal Report Server Enterprise Edition version 1.3.0 @ Copyright 2009-2010 by VerzaReports LLC. Al Rights are Reserved.

’_ ’_ ’_ ’_ ’_ l_ |§i Local intranet | Protected Mode: On

[Ho0we ~ 4

Click the report name and then click the Keep Until | Delete action. A lock icon (5} ) is placed next to the
report name to identify this is a “Keep Until | Delete” report.
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Zf'hl:I:p:,.-",.-"devZl]l]B,.-"UersaReporI:s,.-"ReportsArchive.aspx - Windows Internet Explorer

@‘—q - |g http: fdev2008/Ver saReports/Reportsarchive, aspx

ﬂ? ﬁ'ﬁ? @ http: fidev2008/VersaReports/Reportsarchive, aspx | |

|| #2 || X | |Live Search B
[ |

- Bl - = - |k Page - -'__{'_‘;}Tools =

Change Password Logout
-Y I Ii LoggedIn As: Tom
0111’ 080 ere (GMT-05:00) Eastern Time (U3 & Canada)
| Reports Archive Reports Scheduled To Run Reports Manager Iy Settings
=I Reports By Date € sRefresh Grid Left-click a row for context menus to operate on that row.
""" Today Schedule Mame Created On
..... Vesterday ",j Wieekly Attendance Data har 16 @ 8:45 PM Wiy
""" Past ¥ Days ]
= Wieekly Attendance Data har 16 @ 8:36 PM Wiy
""" This Manth
E] Quick Run: Tom's w1.3 Test Crystal we/Parameters Mar 14 @ 1:00 PR Wiewy
""" Last Manth
_____ Past 90 Days ",j Quick Run: Daily Expenses har 13 @ 6:14 PM Wiy
..... All Tirme i Copy of Tom's Daily Report - &R Charting Demao har 13 @ 454 PM Wiy
<1 Reparts By Schedule Narme ",j Tormn's Daily Report - 3/12/2010 Sales har 12 @ 6:00 Ph Wiy
+J Reports By Report Mame ",j Quick Run: Bogus Report har 12 @ 5:59 PM Wiewy
“ Deleted Reports ",j T Test Quick Run from Rpts Magr Tab: Daily Expenses har 12 @ 3:53 PM Wiewy
| Sample Run Mar § @ 1:52 PM Wi
E] Wieekly Sales - Pie Chart () faal kdar 9 @ 1:05 PAA Wiewy
",j Crystal Reports demo with Parameters Feb 12 @ 12:19 P Wiy
",j Monthly Gross Income Mow 16, 2009 @ 1:05 PR Wiewy
",j AR Charting - Once a day Oct 11, 2009 @ 12:40 P4 Wiewy
",j AR Charting - Once a day Oct 10, 2009 @ 12:40 P4 Wiewy
",j Production Results - 5 Minute Intersals Oct 9, 2009 @ 1:45 PM Wiewy
1|z| 3 Page 2 of 3, iterns 16 to 30 of 37,
“erzaReports Universal Report Server Enterprise Edition version 1.3.0 @ Copyright 2009-2010 by VerzaReports LLC. Al Rights are Reserved.

| ’_ ’_ ’_ ’_ ’_ l_ |€'§¢ Local intranet | Protected Mode: On

[Ho0we ~ 4

The options for this report now do not include the Keep Until | Delete action. When you are ready to
permanently delete this report, click Delete Report,

If you want to remove the lock on the report, click the lock icon. The retention rule that is in force for this
report will again govern when it will be automatically removed. An informational dialog warns you that
unlocking the report may immediately cause the report to be deleted. Click OK to continue with the unlock
action.
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5.4 Restoring a Deleted Report

The Restore Report option is available for reports in the Deleted Reports list. It moves the report back to
the list from which it was deleted.

1. From the Deleted Reports list, click the report name to restore and click the Restore Report. A
confirmation dialog box displays.

Windows Internet Explorer |

I-". ."-I This action will restore the selecked repart bo yvour archive area.
k. * 4 Are wou sure you want ko reskore this report?

Cancel |

2. Click OK to return the report to the appropriate Reports By Date and Reports By Schedule Name lists
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5.5 Adjusting Your Personal Retention Rule for a Scheduled Report

A scheduled report's retention rule has two levels: the default rule, which applies to all users, and a
personal retention rule that you can use to override the default rule.

The original scheduler of a report defines the default Retention Rule for that particular schedule of the
report. Those reports having that schedule will remain in your Reports Archive until they meet the criteria
of the Retention Rules, at which point they are removed from the list.

Each user, however, can set a Personal Retention Policy for each scheduled report and URS will use
these rules instead of the default rules.

Start on any of the sub-tabs under the Reports Scheduled To Run tab.

ﬁ'http:‘.-",‘-"dev2l]l]3,.-"VersaRepnrts,.-"ReportsScheduIer.aspH - Windows Internet Explorer

@.\A) - I@ http:)idevZ008/versaRepartsiReportsScheduler .aspx j 2| X Igoogle wikip P
{l\’ afe (& hitp:fjdev2008/versaReports/ReportsScheduler aspx | ﬁ} ~ & v ,'_T}’PEDE - 'J Toals + 7
=
Chatige Password Logout
l! I Ii LoggedIn As:Doe, JTohn
01—11’ 080 ere (GMT-05:00) Eastern Titme (U3 & Canada)
Reports Archive Reports Scheduled Ta Run [ Repaorts Manager ] Iy Settings ]
Reports [ Scheduled Reports Scheduled For ke Reports to be Run
“sRefresh Grid B Schedule A Report Left-click a row for context menus to operate on that row.
Schedule MNarne Repart Marne Report Created By Scheduled By Last Tirme Run Mext Tirme Scheduled
AR3 Charting Dema (ha Parms) ActiveReports Charting Demo Dae, John Dae, lohn Today @ 15:05 Today @ 15:35
AR3 Charting we/Pararmeters With a ActiveReparts Charting Dae, lahn Dae, lahn Today @ 15:05 Today @ 16:05
Really really really really really long wfParameters
name to boot
Crystal - Mo Parameters Crystal - Hierarchical sample Do, lahn Dae, lahn Aug 2, 2009 @ 12:09 Suspended
Crystal Reports demo with Crystal we/Pararmeters Daoe, John Dae, lohn Feb 12 @ 12:19 hdar 23 @ 12:19
Parameters 7 T
& Adjust Your Retention Rule |
Crystal Reports wyParameters Crystal w/Parareters = 123 Today @ 15:15 Today @ 15:40
fi3] view Event Log
Flash Report from DOCS2 DOCS2 Flash Report Today @ 15:02 Today @ 15:57
. . # Edit Schedule
ID Sched 1 - ARCD Demonstration of Active] _ Mot et Run har 25 @ 12:00
Charting i Delete Schedule
Reports.Net Wariables Test Reports. Met Variahles Te| Il Suspend Schedule Mar 17 @ 13:13 Suspended
Samnple - With Parameters YtraReport Pararreter Dy 53 Create New Schedule From This One... Today @ 12:32 Today @ 15:32
Sample Mative Run HtraReport OLL Demo Dae, John Dae, lohn Today @ 15:00 Today @ 15:24
Sample Run HiraReport DLL Demo Doe, John Doe, John Mar 20 @ 1407 Suspended
Stirnulsoft - Simple Group Demo Simple Group Demo Doe, lohn Doe, lohn Today @ 15:00 Today @ 16:00
Telerik Dashboard w/Parameters Telerik Dashboard wiParameters Dae, John Dae, John bar 20 @ 14:05 Suspended
Torn's Mew test of CR (actuallywith  Crystal - Hierarchical sample Doe, John Doe, John Mot et Run Apr 19 @ 10:15
params)
Tom's Scheduling Test Crystal - Hierarchical sample Doe, lohn Doe, lahn Jan 30 @ 11:5% Mewver
‘emaRepors Universal Report Senver Enterprise Edition version 1.5.0 @ Copyright 2008-2010 by WersaReports LLC. All Rights are Resenved.
[
|http:,l’fdev2DDSJ‘VersaRepUrts;’REpDrtsScheduler.aspx# l_l_l_l_f_l_lﬁ‘u Local intranet | Protected Mode: On H100% ~ g

To adjust the personal retention rule, click a report scheduled for you or that you scheduled and then click
Adjust Your Retention Rule. The Personal Retention Policy Editor dialog box displays.
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% Universal Report Server - Personal Retention Policy Editor x

Adjust Personal Retention Policy for this Scheduled Report

Delete After:
Retain Report for:

9 Keep up to Copies

Keep Until User Deletes It

kdinutes

Cancel | Save

The personal retention rule for the scheduled report specifies how long you will see this report in the
Reports Archive page. The four Retention Policy options available are described in the following table.

Retention Policy Option

Description

Delete After:

Retain Report for:

Keepupto__ Copies

Keep Until User Deletes It

Use this option when you want to delete the reports on a certain date
and time. All reports having this schedule will be deleted (even if they
were recently created just prior to this date and time). Click the calendar
icon to select the date; click the clock icon to select the time. This field
is editable as long as the date and time you enter pass the validity tests.
For example, you can type in “December 1, 2010 1:45 PM” and it will
reformat to “12/1/2010 1:45 PM".

Use this option when you want to delete a report after an elapsed time
period. Type a number in the first box, then select Minutes, Hours,
Days, Months, or Years from the list. As each report in the schedule
reaches the time period specified here, it will be deleted. For example, if
a report is scheduled to run daily and this retention rule is set to retain
reports for five days, then you will only have the last five reports kept in
your archive. As the oldest report reaches the fifth day, it will be
dropped off the list.

Use this option when you want to keep only a specific number of copies
of a report. Any reports that are outside of the number you specify here
will be deleted. For example, if you specify you want to keep 10 copies,
then when a new report is generated, the oldest one will be dropped
from the list. The maximum number you may enter here is 999.

Use this option when you don’t want this report to be automatically
deleted according to one of the Retention Rules above, but rather you
want all reports of this schedule to be kept in your Reports Archive until
you specifically delete them using the Delete Report option.

Select one of these options and click Save. Your personal retention rule is now saved for that scheduled

report.
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