Instructions for setting up scheduled and emailed reports in Web Reporter
The following steps and images will guide you in logging into Web Reporter (WR) and scheduling your first report.
1.  Go to the WR website: http://webreporter.alsrsa.org/symphonywebreporter/asp/main.aspx
2.  Click on one of the two projects in WR.  In most cases, this will be the project to the left named WRSymphony321.  The project on the left (321) is connected to the production Symphony server while the one on the right is the beta testing version (33_RC1) connected to the test Symphony server.  To look at your libraries current data, choose the 321 project on the left.  The data in the beta project (33_RC1) is a copy of the production system on 1 June and is not updated except to test features. (see image below)
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3.  Enter your User name: and Password:

A. Your user name is your 10 (or less) digit library name in all caps.  For example: AP_ALPHAPK or IVC-HS


B.  Your password is “WebReport” with the W and R capitalized unless you are one of the big 11 libraries (PPL, Normal, Galesburg, Kewanee, Alpha Park, Jacksonville, IP, Fondulac, Pekin, Morton, and Washington).  If you are one of the big 11, your password is “ReportPro”.  These 11 libraries have more options available to them and will receive extra training on how to use those features.


NOTE:  you can log into both the 321 and 33_RC1 projects with the same password.  If you’d like to look at the delivered reports in the beta version, log into the 33_RC1 project.
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4.  After you log in, you are presented with the ‘home’ screen of WR.  This screen allows you to choose to run a new report, look at any reports you may have scheduled, view your history list, and access any special reports in your My Reports folder that RSA made for your library or you may have saved (big 11 libraries).
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5.  Click the Shared Reports folder to open all the current templates that RSA has customized to fit our needs.  These reports are broken down by category.  You will see more categories over time as RSA staff customizes the stock reports and adds them to the system.
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6.  Click the * Charge Activity (Current) folder to open that group of reports.  Then click the report titled “Current Charges By Hour/Day Charged (Today) to open that report.  We will schedule this report to run each day and email the results to you.  Note, you can subscribe to a report or send the report via email to you from this screen as well.  The advantage of running the report first, then scheduling the report is that you have a chance to review the results of your selection to ensure you are subscribing to the correct report.  The other note here is that these stats show information for currently checked out items only.  If a patron checked out an item and checked it right back in, it will not show up in these reports.
NOTE:  Scheduled reports need to have moving date ranges.  If a report asks for a date range, leave the defaults alone (i.e., leave that prompt blank).  If you specify a date range, you will get the same report emailed to you each time, the data will not change as you expect.  We will be setting up special reports with more limited date ranges over time to do things like show all checkouts for the week, or all overdues for the week, or users expiring in the next 60 days, etc.  

7.  The screen below shows the initial setup screen for the report in step 6.  You will need to choose a library or libraries to get checkout stats on.  
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8.  The report will run and show you the results of your selections.  By scheduling a report after you see the results, you ensure you will see the data you want in the report.  The image below shows Peoria branch checkouts for today (as of 3:40 pm when the report was run).  Now that we see the data, we can subscribe to this report to have it run and sent automatically each day.
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9.  Put your mouse over the “File” option in the Web Reporter menu bar.  The first two options are ‘Subscribe to’ and ‘Send Now…’  The Send Now option will immediately email the report to you.  Mousing over the ‘Subscribe to’ option opens another submenu with the History List and E-mail options.  The History List option allows you to subscribe to the report and have to run and available in your account’s History List in Web Reporter.  This allows you to set up a report once and schedule it to run with the same settings each time.  When you wish to view that report, you would log into WR, then click the History List option on the top menu bar to see all the reports you choose to send to the history list.  

The E-mail option runs the report on whatever schedule your choose and emails the report to the address you give it.  This means you only setup the report once and it magically appears in your email until you tell the system to stop sending it.  Click the Subscribe To – E-mail… menu option.  A screen will open with the following options.
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10.  In the Schedule Delivery to E-mail window, select the schedule you want in the Schedule drop-down list.  If you need a schedule that isn’t there, please let us know.  Then enter your email address in the New Address: box.  Once you’ve emailed a report, the system will remember the email address.  Note: you can have several email addresses associated with your account, if you have more than one email, a link to the address book will appear next to the New Address: boxes.  Next, change the Delivery Format: from excel to HTML.  If you don’t do this, you’ll still get the report, but it will be an excel attachment instead in the email body.  The Subject: line is the name of the report, you can change or add info to this to make it more understandable in your inbox.  The Message: box allows you to put some notes in the email body before the report.  This is handy if you run a report for someone else and email it to them.  The Send a preview now checkbox will schedule the report and send an email right now with what you see on the screen.  This allows you to get a copy of the current report and schedule for the future.  Last, click the Create and Close button to schedule the report. If you clicked the Send a preview now button, you’ll get an email in a few minutes.
11.  To see your scheduled reports, click the My Subscriptions link in the red bar at the top of the screen.  From this screen you can unsubscribe, edit the schedule and change the prompt settings (click this button to do that [image: image8.png]


).  If you click the report title, it will run the report with the saved prompt settings.
