Web Reporter (WR) Training Handout
3 August 2009
1. Open Web Reporter (WR) website and log into project

http://webreporter.alsrsa.org/symphonywebreporter/asp/Main.aspx
Username: library system name minus circ/tech (example: AG_ALS-PDC)
Password (case sensitive): WebReport   Password for Big 11: ReportPro
IF RUNNING IE8 – USER MUST TURN ON COMPATABILITY!  IE8 breaks many sites.
This is compatibility turned off.
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Click so it looks like this.  A shaded button means on.  Compatability will stay on whenever you visit the site in the future.
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2.  Homepage - Shortcut Bar (red band on top)
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Shared Reports – RSA designed report templates
My Reports – Most: if RSA makes a report specifically for your library, this is where it will appear.  Big 11: if you create or modify a report, there is where you save it and run it from.

My Subscriptions – Shows all the reports you’ve subscribed to.  Allows you to edit your subscription details or remove the subscription.

History List – If you subscribe to a report and send it to your history list instead of email, this is where it will go.  Note: reports will be rerun 24 hours after their last execution even from the history list.  This area is useful if you intend to view the report that day, otherwise send your report to an email.

Preferences – allows you to adjust local preferences.  Please consult RSA staff if you wish to do this as you can break things.
Search box – allows you to search for a report by name.  Choose the “only inside folder Shared Reports” radio button or you will find things you can’t access.
Help – Opens the MicroStategy help files.  Like all helps, sometimes helpful and sometimes not.

Logout – Click to logout of WR and return to the login prompt

3.  Homepage – Navigation Bar
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House icon – Home button.  Returns to project listing showing all WR projects.  Right now we have 3 projects; the production version, the beta version for the next update we beta tested and a test merged project.  After we update the Symphony system to version 3.3, we should only have one project visible.
Folder with up arrow icon – Return button.  Takes you to the previous page.  Like the browser back button but doesn’t break things like the browser back button can.
Folder with little star icon – Create New Folder button.  Only works in your My Reports folder.  Not of much use to most other than Big 11.

WRSymphony_321 > Shared Reports > xxxx – Directory path.  Shows the current project/folder/report you are viewing or running.  If you are in a drill map, it will show the report path and the drill map name.

“View: List” button – Shows the folders and reports in a listview.  Some prefer this view.

“View: Icon” button – Shows the folders and reports as icons.  This is the default view.

4.  Homepage – Default Start Page – recreates the Shortcut Bar in icons.
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If you are comfortable with Web Reporter, you may prefer the Summary View as your start page instead of the default view (see screenshot below).  This page shows the first 10 Shared Report folders and 10 items in your My Reports folders as well as several lines of your subscriptions and items in your History list..  This is set in the preferences > general page > default start page: section.  This is one of the few changes you can make to your preferences.  After changing scroll to the bottom of the preferences page and click the Apply button.  Then click the Home button and reenter the project.

Homepage in Summary view:
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5.  Shared Reports – Finding a report to run and export options.
The Shared Reports section contains all the reports that are setup in the system to be used by all libraries.  Generally, anytime RSA staff create a report or are asked to create a report, we will create it in such a way as to be useful to the majority of our member libraries and it will be placed here.  If we create a report that is for a specific library, the report will be placed in that library’s My Reports folder.
Shared Reports are broken down into operational areas to help you decide where to start looking.  Some reports could logically fit into several folders so you may have to look a bit.  New reports will be added over time as we create them.

Most reports will ask for a library or libraries to run the report against.  If a report doesn’t ask for a library or a user library, then it is probably returning results for all RSA libraries.  Default Shared Reports View:
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Click a folder name or icon to show the reports in it.  Here is the default view:
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If you prefer, click the View: List button in the gray icon bar to see the list view (circled in the picture below).  Some people prefer this view to the icon view.  This is the same folder as the previous page in list view:
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Both screens show exactly the same info, they are just laid out differently.  Both show the name of the report, the owner, the time it was last modified, a description, and some optional actions to take with the report.  Those actions are, Subscriptions, Send Now (via email), Export (to Excel, HTML, or Plain Text), and PDF (used to print).  In the list view, you get icons to show the actions. Mouse over them to see what each is.

Subscriptions:  show your current subscriptions for that report and allows you to subscribe to the report directly from that screen.

Send now:  allows you to send the report to your email from this screen.  You’ll be asked for the email address(s) to send the report to and asked to answer the report prompts.

Export:  asks you to answer the report prompts, then shows the export options screen allowing you to export the report to Excel, HTML, or Plain Text.  Finally, it will ask for a location to save the file.
PDF: asks you to answer to report prompts, then exports the results as a PDF file.  You can adjust the page settings (portrait/landscape, etc) as well.  You could print from this PDF as well.
6.  Running a report and answering prompts.  

To run any report in WR, click on either the title of the report or the icon next to the title.  This will load the report in your internet browser as well as the webpage required to manipulate the report if required.

Here is a picture of the report screen showing a report with some prompts answered.
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Across the top of the screen are the same Shortcut and Navigation Bars as the homepage.  Below the Navigation Bar is the report prompt screen.  Almost all reports require some input from the user prior to running.  On the left is a light gray area with a listing of steps to run the report.  To the right are the actual prompts.  The steps listed in the gray area generally mirror the prompts for the report.  This particular report requires the selection of at least one library as well as a date range which can be left blank to accept the default selections.  The defaults are listed under each prompt.  In this case I choose a single library and changed one of the date prompts to a later date to shorten the date range.  After answering the prompts, click the Run Report button to run the report.  If you fail to answer a required prompt that does not have a default, an error will appear in red text telling you what prompt needs to be answered.  

Useful prompt notes:  

All windows conventions work in these prompts.  If you need to select more than one item, you can shift click or control click to select multiple items from lists.

Optional prompts do not have to be answered.  Fill them in if there is something that you need, otherwise leave them blank.

Multi-choice prompts:  Can be searched in the search box.  Type your term (partial terms work as well) and click the magnifying glass to find it.  Better yet, in location/item/or library prompts, you can just type the first couple of letters and hit return to go directly to it.  For the library prompt, just click in the Available box, type the first 2 letters of your library (short name) to go straight to it!  If you have branches, type the first 2 of your last branch to put that branch on the bottom of the list.
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Date prompts:  Most date prompts have defaults if you leave them blank.  Even though the prompt is Required, you can leave it blank if there is a default.  For example, you want to schedule a report to run once each month to show data from the previous month.  The box below shows a report with a default date of the 1st of this month.  If this report was scheduled to run on the last day of the month, it would cover the entire month.  If you put a date of 1 July 09 in the box and scheduled it, it would run on schedule, but the date would always start at 1 July 09 and not the beginning of the current month.  We are building reports with different default dates for scheduling purposes where they make sense to do so.
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After clicking the Run Report button, you will see this show on the screen to let you know the system is running the report.
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If you wish to cancel a report that is running, just click the Cancel button.  Some reports will return results in a minute or less, others might run for up to an hour.  Those reports that take a long time to run are best scheduled to run late at night or early in the morning and sent to your history list or email.  
When the report has finished running, it will open in a window like this.  Notice two new items on the screen; the Menu Bar and Icon Toolbar.
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Note:  the report above is the list of items discarded (and eventually deleted) by location and item type.  You can drill on the item type or home location column/row descriptions for a list of all the items in a location or of an item type discarded.  If you delete an item from the catalog it is gone from the system and not reportable, but if you discard an item, you can still count it and get a listing of titles/barcodes, etc.  If you need help setting up a discard user for this purpose, contact RSA staff.
7.  The report screen – Menu Bar and Icon Toolbar.
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If you’ve used a Microsoft Office program, you have all the skills you need to use WR.  Both the menu and the icons behave just like their regular desktop program counterparts.
Menu Bar:  Mouse over the menu text to open the menu dropdowns.

File Menu:  Options to subscribe, export or print your report.

Subscribe to: contains a submenu with two choices; History List or Email.

Subscribing to a report via the History List is useful if you want to view the report on the same day it runs.  Items in the History List are pulled from the cache for the first 24 hours, after that the report is rerun with fresh results.  The History List will not show you old results once the cache is cleaned.  If you want to keep a number of reports for historical reasons, you’ll need to export them or send them via email.  For example, you run a report Saturday night to show items checked out that have not been returned during the previous week (active checkouts).  If you sent that report to the History list Saturday but didn’t look at it for 3 days, the results would not show the previous Sun – Sat week.  The report would be rerun to show the last 7 days of data. 
Subscribing to a report via Email is the preferred method of exporting reports from the system in many cases.  For example, you’d like a report once a week showing all the items added to your library during the previous week.  In this case, subscribe to this report via email and schedule it to run Saturday night for that week Sun – Sat then email the results to your email address (or addresses) as an Excel attachment or as a table in an email.  When done this way, the data will not change because it has been exported from the system.  If you send reports to your Gmail account, you can save them and review them over time.  The message box allows you to add a note to the top of the report email.  You can also change the subject of the email in the Subject: box.
Note:  The Delivery Format defaults to Excel and sends the report as an attachment.  If you prefer the data in the body of the email, change this box to HTML.  If you want a PDF attachment, choose PDF.

Send Now:  The send now feature sends the report you are currently working on to an email address or addresses of your choice.  This option works the same as the Subscribing via email but without the schedule option.  Again, make sure to choose the correct delivery format as it defaults to an Excel file attachment.
Print:  Opens a new window with PDF output options.  The scaling option is set to fit the report to 1 page wide (landscape) and 999 pages tall.  If you change the page width to two or more pages, you’ll have to tape the output together if you print it out.  Click the Show Printable Version button to open the report as a PDF file, then click the print button in the new PDF to print it.

Export:  You can export the whole report or only the portion you are currently looking at.  The default export is to Excel with formatting.  Other options include HTML and Plain Text.  Click the Export button to export the report.

PDF:  Like the print option, this opens the report as a PDF file.  Save the file using the PDF reader save function.

View Menu:  Allows you to alter the way the report looks onscreen

Grid:  The default Excel type view.

Graph:  Shows the information as a graph.  Not useful in many situations unless you have specific data sets or limited data.
Grid and Graph:  Shows both the grid and graph views at the same time.
Report Filter:  This opens a section just above the report that shows what filters and prompt answers are limiting the report.  If you don’t see data you think you should see in a report, this is a good way to check to see if it was filtered out.  This section is not shown by default, I usually turn it on.

Sort buttons:  Shows the little triangle sort buttons next to the column header text.  These allow you to sort your data.  Usually these are left on.

Page-by Axis:  Shows the page-by information and selector if the report has been setup to use this function.  Reports showing data for multiple libraries sometimes have page-by enabled.  This allows you to view the data for each individual library or as a total of all the libraries in the report.
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Related reports:  Shows the other reports in the same folder in a bar on the left of the screen.

Full Screen View:  Opens the report in your browser in full screen mode.  This hides the normal WR Menu Bar, Navigation Bar and Shortcut Bar to show the most data possible.

Data Menu:  Allows you to manipulate your report data.

Sort:  Brings up a sort window.  This window allows for nested sorts, i.e. sort by column 3, then by column 2, then by column 5.

Drill:  Not overly useful and it’s harder to drill into a report from this menu then from the right click menu on a report item.  If a report has a drill map built in, it will allow you to get a list of users, item ids, titles, etc from the report.  The better way to drill is to right click on the data you want to drill on.  If a drill map exists it will show up under drill in the right click menu.  Here is an example of an drill map in a report:
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Reset Data:  After you have sorted or otherwise messed with the data in a report, this menu item will become active.  Clicking it resets the report to how it looked when it initially opened.

Refresh:  Refreshes the data.  Some reports like the daily circ number by hour of the day report will pull new data when you refresh instead of pulling from the cache.

Re-prompt:  This returns you to the initial prompt screen for this report with your current answers in the prompts.  This allows you to add/delete libraries from the selection list, or item types, or change date ranges for the current report.  Click Run Report when you are finished modifying you report choices.
Format Menu:  Allows you to change the look of your report.  The useful feature here is the Always open this report in full screen mode checkbox.  If you find you like to view a particular report in full screen mode, this will set that report to always open in full screen.

Icon Toolbar:  Contains sort cuts to many menu items and a few new items.  Most of these icons provide quick access to the menu item of the same name.  From left the right, the default icons that mirror the menu items functionality are:
Print:

Undo:

Redo:

Refresh:

Re-prompt:

Send Now:

Subscribe:

Export:

PDF:

Full Screen:

Sort:

Drill:

Grid:

Graph:

Grid and Graph:

There are also some icons that provide some formatting functions for the current report.  These allow you to change the style and color of the report, merge repeating data, and show or hide the page-by field and filter display.
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Large box with ‘Corporate’ in it:  This is the style selector.  You may or may not be able to change the report’s style.
Banding:  Clicking this icon highlights every other row or removes the highlighting.

Outline:  Not all reports have outlines.  Basically this report takes a nicely formatted report and turns it into an ugly report with each bit of data and a separate line.  Only useful in rare circumstances.

Thresholds:  Some reports have custom programming to highlight cells or data based on a threshold.  For example, a report shows patrons with fines, those fines under $100 would be black while the fines over $100 would be red.  This turns on or off the special formatting in these reports.
Attribute Forms:  Also not terrible useful at this time.

Merge Column Headers:  The icon and merge column headers icon allow you to turn on or off repeating data.  
Merge Row Headers:  The icon and merge row headers icon allow you to turn on or off repeating data.  For example, most reports show a library in the leftmost column so that you know what data you are working with.  In most reports, the library column has the library name in one spot per page to de-clutter the report.  Clicking either icon will either expand or hide the repeated data.  Turning off this icon shows the library name on every line and makes the report harder to read
Page-by Axis:  Shows or hides the page-by axis line.
Report Filter:  Shows or hides the report filter information above the report.

The last thing on the icon bar is the Last Update: timestamp.  This lets you know when the report data was run.

8.  Navigating in a report – Once the report is displayed, you may need to move forward or back to see all the data.  The two circled areas below help you to visualize the amount of data in your report.  In reports that are only one screen wide, these are the navigation tools you’ll see.
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The circled data on the left shows you the number of pages in your report.  Clicking a number moved to that page.  Clicking the inside of the two arrows moves you to the previous or next set of pages if there are more than 5 pages in the report.  Clicking on one of the outside arrows takes you to either the first or last page in the report.
The circled data on the right shows which rows of data you are looking at.  In the pictured example, you are viewing the first 50 rows of data and seeing all 3 columns of data.

Some reports are wider than one screen.  When this happens, additional arrows appear to let you move the report to the left or right to show more column data.  An example of these navigation arrows is circled below.  Also note that the column numbers now show that you are viewing the first 10 columns of 28 data columns.  
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9.  Editing subscribed reports – Click the My Subscriptions link in the shortcut bar.
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The My Subscriptions window shows you all the reports you are subscribed to, allows you to open them, see when they run, who they go to, allow you to edit the report prompts and delete a subscription.
The small icon to the left of each report name opens the report with the prompts you saved when you subscribed to the report.  However, if the report was created over 24 hours ago, the data will be rerun against the current database.  This means that what you saw last time the report was executed could be different.
Clicking the report title does the same thing as clicking the icon.

The icon of a triangle and pencil allows you to edit the report settings.  Clicking this opens the settings for the subscription and allows you to change/modify the schedule, email address, delivery format, email subject and message, and change the report prompt answers.  If you are looking at a scheduled report that goes to the history file, you will not see the email specific options.

Unsubscribe button:  Allows you to remove any subscription you’ve checked.  Once the subscription is removed, you’ll need to subscribe to it again to get it back.  If you just need to change settings but still want the report, use the edit icon.

10.  New Reports- We will be adding new reports over time.  If you are looking for a report that doesn’t exist, or would like to alter a current report, please contact RSA Staff and we’ll discuss your ideas.  If we can make the report, we will.

