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Chapter 1 
About This Guide 

1.1 Purpose 

This Userôs 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 Userôs Guide cover: 

¶ An Overview of the Universal Report Server software product 

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

¶ Instructions for those users who can view and schedule reports 

¶ 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 
permission to) 

Description of function(s) Documented on 
Page 

View a Report ¶ Select from a list of reports that have been scheduled for 
you and view them  

67 

Schedule a Report ï 
The above plus: 

¶ Select from a list the report you want to schedule. The 
list includes only reports that the Administrator has given 
you permission to schedule. 

¶ Assign parameters (if any) for the report 

¶ Set the report schedule 

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

¶ Set the reportôs default retention for all internal users 

43 

Manage Reports ï All 
of the above plus: 

¶ Register (define) report 

¶ Identify users who will be permitted to set schedules for 
a defined report and who may edit a defined report 

¶ Set the initial schedule for the report 

21 
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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: 

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

¶ Work with any reporting package you want 

¶ Schedule reports to run at any frequency 

¶ Pass parameters to reports 

¶ Distribute reports to other people inside and outside your organization 

¶ Integrate with your security configuration 

¶ Store reports in any format, including the native format of the report designer package 

¶ 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 ï the creator of Universal Report Server ï 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 ð including scheduling, security, 
archival, and distribution ð 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 email addresses of external users, or the name of a distribution list that you 
can define containing multiple users. 

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: 

¶ When the report should first run; 

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

¶ 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: 

¶ Integer and/or floating point numbers, limited by high and low values specified by the person 
defining the report that can be scheduled 

¶ Any string of characters 

¶ 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 
quarter, and beginning of the year. 

¶ 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. 

¶ Boolean logic for ñYesò or ñNoò values. 

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" 
format that supports more complex report features ð like table of contents and drill-down ð 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. 
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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 

¶ 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) 

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

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

¶ 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). 

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

¶ 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: 

¶ Firefox 2.0+ 

¶ Internet Explorer 7.0+ (no support for Mac workstations) 

¶ Safari 3.0+ 

¶ 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. 

¶ Microsoft Excel (for spreadsheet reports) 

¶ Adobe Acrobat (for PDF reports) 

¶ Microsoft Word (for RTF and Word-based reports) 
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2.4 Universal Report Server ï 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 ñNo Authentication,ò 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. 

 

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 todayôs reports sorted by date/time. 

 

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). 
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The table below summarizes these three user permission levels. 

Permission Level Description 

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

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

Viewer You can view reports that have been scheduled for 
you. You will not see the Reports Manager tab, 
and the Reports I 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 reportôs administrator 
grants that permission. 

2.4.3 General Description of Tabs 

The Universal Report Server web interface has four main tabs: 

¶ Reports Archive 

¶ Reports Scheduled To Run 

¶ Reports Manager 

¶ 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 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 
68 
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Tab Brief Description of Tab More Information 

Reports 
Scheduled To 
Run 

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: 

¶ Reports I Scheduled ï lists any reports you have 
scheduled, permits you to take certain actions on 
these schedules, and allows you to create new 
schedules 

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

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

Section 4.2 Reports 
Scheduled To Run 
Tab on page 44 

Reports Manager 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. 

Section 3.2 Reports 
Manager Tab on 
page 22 

My Settings This tab allows you to set the time zone for your location, 
and to create distribution lists. Distribution Lists are used by 
report schedulers to simplify entering the names or emails of 
recipients. 

Section 2.4.3 My 
Settings Tab on 
page 13 
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2.4.3 My Settings Tab 

The My Settings tab is used to set the time zone for your location and to create and maintain distribution 
lists. A page showing the My Settings tab is illustrated below. 

 

 

2.4.3.1 Setting Your Time Zone 

The initial setting for your time zone will be the same as the time zone of the server. The My Settings tab 
permits you to change this setting to the correct one for your location. 
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1. In the Select Time Zone for Where You Are list, select the appropriate time zone for your location. 

 

2. Click Save. 

3. Click OK to the confirmation dialog when it displays. 

2.4.3.2 Creating A Distribution List 

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), email addresses (external users), and other 
distribution list names. Two types of lists may be created: 

¶ 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 

¶ 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. 

 

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. 

 

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

3. 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. 

4. In the unlabelled user name entry box, type the user ids of internal users, email 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 ñglobal:ò. (The personal list name will be used if the 
global: prefix is not used.) 
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5. Click SAVE when you have completed your list. 
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Invalid entries are reported to you through an error message. 
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2.4.3.3 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 

 

1. To edit a list, 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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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. 
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Deleting a List 

 

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. 

 

2. Click OK to confirm the deletion, or Cancel to abort. 
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Chapter 3 
Registering and Editing Reports 

3.1 Overview 

Before any reports can be scheduled for viewing, they must be ñregisteredò (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. Define who can administer and schedule the report 

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. 

 

The Reports Manager tab permits you to: 

¶ 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) 

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

¶ 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)  






























































































