Quick instructions for logging into and using Web Reporter
Web Reporter is setup and operating.  We are adding reports and need your input on what you’d like to see.  The following steps and images will guide you in logging into Web Reporter (WR) and running 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)
[image: image1.png]WELCOME. Mi

&) httpsnebreporte.alrsa.rg/symphonynebreporte faspfnain.aspx

[ IZ3IES 2l

ks ] Customize ks, Stafweb ¥ USAA - Wekome to USAA.

% & | @wacowe Macsrateoys I

MicroStrategy 8™

WRSymphony321
3\ SrsDmx Symobony Praect A Symphony 3.20) Ths’s the
production version and runs against the production Symphony
| server. Data s updated at 11:55 AM and 11:15 PM each day.
Servername WESREPORTER

Copyright © 1996-2008 MiroStrategy, Incorporated. Al rights reserved. Confidental.

About MicroStrategy 8

WRSymphony33_RC1

SrsDymix Symphony 33 Release Candidate 1This is the BETA version
and does not have curent data, Thet data s 2 snapshot from 1 June:
with any test transactons mad o test areport.

Servername WESREPORTER

Helo




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 a folder to view that group of reports.  For this guide, we will look in the Transit Reports folder.
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7.  Choose a report to run.  Most reports have descriptive text to help you decide which report to run.  In this guide, we’ll be running the ‘Transit To Library (to fill hold) Detail List’ report.  Once you click the report, you’ll see a window popup telling you the system is loading the report template.   Once the report template loads, you will be presented a screen (or in some cases, screens) of parameters for the report.  In almost all reports, you must select the library or libraries to run the report for.  In the image below, you can see that we’ve selected all the Illinois Prairie branches.  After answering the prompts, click the Run Report button at the bottom of the screen.
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8.  Most reports run in a minute or less.  While the report is running, you’ll see the following screen.  
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9.  Once the report finishes running, it will display on the screen.  Below is the first page of results for the transit report we ran in step 8.  As you can see, this report returns a list of all items in transit to the selected libraries for the purpose of filling a hold.  A separate report shows items coming back to the selected libraries that are returning from a hold and need to be returned to the shelves.
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10.  The above screen is where you do all your work with the report.  The top line (in red) contains direct links to the various main modules of WR.  The next line down has a button to take you home (the screen in #4 above) and shows you the name of the report you are viewing and the folder structure the report is in.  Clicking on any of the parent folders here returns you to that folder.  The line below has the File, View, Data, and Format menus where you can choose various options.  Below that are a line of icons used to print, undo/redo, rerun the report, reprompt the report, subscribe to this report, export to Excel, export to PDF, full screen mode, sort, drill into the report, grid mode, graph mode, grid/graph mode, report style, and several buttons to change the way the report looks onscreen.  The last button is the filter button (looks like a funnel).  Clicking this shows the filters selected for the report you are looking at.
Just above the report body, you’ll see a ‘page-by:’ section that can be used to sort info by library or any other bit of info in the report.  That would allow you to see the report data for each library the report is run against if the report is setup to use it.  Below that is the number of pages in your report, click to switch pages.  To the right of the pages are the number of rows of data in your report.

The data headers have little triangles after each one.  Click one to sort, click again to reserve order the sort.  This is a simple sort.  Click the Data menu, Sort option to see the nested sort menu that allows sorting on multiple columns. 
11.  Play.  You can’t break the system.  Big 11 libraries, you have additional options but still can’t break anything, we hope.  You should not be able to save a report to the shared folders areas, only your My Reports folder.  If you find you can save to the shared folders area, let me know ASAP.

