Universal Report Server
Us e rGoide

VERSA REPORTS

Dunwoody, GA (USA) E www.versareports.com




Copyright Notice

Copyright © 2009-2010 VersaReports, LLC. All Rights, including the right to copy, disseminate, or reproduce this in whole or part,
are Reserved.

All other brand or product names are trademarks or registered trademarks of their respective companies or organizations. Company
names listed are trademarks or trade names of their respective companies.

For information, please contact:

VersaReports, LLC. E-mail: support@versareports.com
Dunwoody, Georgia (USA) Web: www.versareports.com

Document Version Information

Document Name Universal Report Server User's Guide
Document Edition, Date Edition 2, April 2010
For Release: Universal Report Server Version 1.3.0



Table of Contents

Chapter 1 ADOUL THIS GUITE.....uuiiii et e e e e s s e e e e e e s s sa et aeeeaeeeaasnsstaaneaeeeesannsnnnees 5
R U 010 TP UUPPUPRPPT 5
2 To 1= o Tt RSO 5
1.3 HOW TO USE ThiS GUILE ......eeeiieiiiee ettt ettt e e e e e e e e e e e e s e et aeeeae e e s s annrneneeeeeas 5

Chapter 2 Introduction to Universal REPOIT SEIVEL .......ciiiiiiiie ittt 6
A I o o (8 o A @ A= V= TP PTPT TP 6
2.2 Product FEAtUres IN-DEPEN ......ccoiiiiiiiiiii et et e et 6

2.2.1 Work With ANy DeSigner YOU WaNT.........cooiiiiiiiiiiiiee ittt e e e snnee e 6
2.2.2 Define Once, Schedule LotS Of TIMES .....oouiiiiiiiieiie e 6
2.2.3 Schedule a Report to RUN WHen YOuU WanNT ...t 7
2.2.4 Pass Parameters t0 the REPOIT.........ooii e e e 7
2.2.5 Integrate With YOUF SECUNLY ......c.uuviiiieie et e e e e e s e e e e e s st e e e e e e s e annranneeeeeas 7
2.2.6 Store Reports iN ANY FOIMAL ........uviiiiiie e e e e e st e e e e e s s annraaneaeee s 7
2.2.7 Maintain Old Runs of Your Reports for as Long as You Want ............ccccecvvveeeeeeeiiiiivinnnneenn, 8
2.2.8 Other Features of VersaReports URS ...t 8
2.3 SYSIEM REQUIMEIMENTS ....eiiiiiiiiitie ettt ettt e e e e e o e bbb e e e e e e e e s e aba b et e e e aeeeaaabbbeeeeaaesesanrebeees 8
2.4 Universal REPOrt SEIVEI T BASICS ....ccoiuiiiiiiiiiee ittt ee et ee ettt e st e e e sbe e e e e snbaeeeesbeeeeeans 10
P R Mo To o 1 o To N 1o EO SRR PP PPP PP 10
2.4.2 URS PeIMIUSSIONS ....ceiiitttieieee e et ettt e e e e e e e ettt e e e e e e e aaae et e e e eeeeaaanesbeeeeeaeeeaanssteeeeaaeeeaannnneees 11
2.4.3 General Description Of TADS .....ccoiiiiiii e 12
244 MY SEHINGS TaAD ..ooiiii e e e e e e e e e 13
2.4.4.1 NOtficatioNS SUD-TaD ... 14
2.4.4.1.1 E-mail and Twitter NOtifiCatioN...........cooiiuiiiiiiiie e 15

P R o S T =T [ SRS 23

2.4.4.2 Distribution LiStS SUD-TabD ........coiiiiiiii e 28
2.4.4.2.1 Creating A Distribution LiSt...........covvieiiiiiiiiiiiee e 28

2.4.4.2.2 Maintaining A DisStriDUtioN LiSt.........ccueiiiiiiiiiiiie e 32

2.4.4.3 Personalizations SUD-Tab ........cuuiiiiiiiiiiiee e 35
2.4.4.3.1 Setting YOUr TIME ZOMNE .....coiiiiiiiieiiieeeeiiieee ettt et e et e e e e e e e s nnneeees 36

2.4.4.3.2 Choosing HOW t0 DiSplay TiMe ......ccuueiiiiiiiiieiiiiiie et 37

2.4.4.3.3 Setting the Delay Time for Report Archive TipS......ccceveiiieieiiiieieiiieee e 38

Chapter 3 Registering and Editing REPOITS ..ot e e e e e e e e eees 39
G 0 I Y= 1 PR 39
3.2 REPOITS MANAGET TaD....ceiiiiiiiiiie ettt e e e e e e s s st b et e e e e e e e e aabebeeeeaaeeeeannereees 40

G I = To 15 (=T = W N =NV =T o o] o PSR 41
I =T o To 3 o) VK O 1 (=T [ ] V2R SRR 41
3.2.3 Recently Deleted REPOIS ....ccccci ittt e e s e e e e s e st e e e e e e e e s nrnrnees 41
3.3 Registering Reports i the Define a Report Wizard ... 42
3.3.1 Step 17 BasiC INFOrMEALION ......coiiiiieiiie et e e 42
3.3.2 Step 27 Define Database Parameters ..........c..ueeiiiiiiiiiiiiiiiie e 44
3.3.3 Step 37 Define REPOIt ParameterS........ccooiiiuiiiiiei ettt e et rrr e e e e e e e nnanees 48
3.3.4 Step 47 AAMINS and SChEAUIETS.........ccooiiiiiiie e 54
3.3.5 Step 57 Scheduler-Specific Parameter Defaults ..........cccccceeee i, 59
I o 111 g To [ S L=] o] £ £ TR 60
T 1= =Y 1] o =T 0T 1 £ 62
3.6 Restoring @ Deleted REPOIT .........u ittt e et e e e e e e s bbb e e e e e e e e e e nnebeees 64

WERSA REPORTS i



VersaReports Universal Report ServerUs er 6 s Gui de

3.7 Create Schedule FOr ThiS REPOIT.........ii e s s e e e e e s e e e e e e s s bee e e e e e e e s nnnnreees 65
3.8 QUICK RUNM .ttt ekttt e s et e e h bt e et e e e kb e e s a b e e e shb e e sabe e e be e e sabeeebneeens 66
3.9 Create New Repar.t... . Er.om.T.hi.s..Oneé. ... 68
O{gF-To] (=T o S Tod a1 =To LUY 1T o Lo B = 0o Y £ SRR 71
A1 OVEIVIEW ....eieiiieeee ettt ettt ettt ettt e e et e e s st e e o1t et e o4k e et e 4R e e et e 4R e et e oo b b e et e a R et e e e b et e e n b e e e e s 71
4.2 Reports Scheduled TO RUN TaD ......iiiiiiiie ettt 72
4.2.1 Actions You May Take 0N TheSE REPOIS .......uuiiiiiiiiieiiiiee ettt 74
4.2.2 Sub-Tabs Under Reports Scheduled TO RUN ........occiiiiiiiiie e 75
4.2.2.1 RePOItS | SCNEAUIEA...........oeiiiiiiiie e 76

4.2.2.2 Reports Scheduled FOr M .........oooiiiiiiiiiec et 76

4.2.2.3 RePOMS t0 08 RUN ... .oiiiiiiiiie e e 76

4.3 Scheduling Reports 7 the Schedule a Report Wizard............cccveiiiiiiiiiiieiiecec e 77
4.3.1 Step 17 BaSiC INFOMMALION ........eeiiiiiiiiieiieeee et 77
4.3.2 Step 27T RePOIt PArameters ... 79
4.3.3Step 3T RePOIt SCHEUIE.......cccooii e 82
4.3.4 SteP AT DISHIDULE. ...t e e e e e e ee e 85
4.3.5Step 57 Global Retention RUIES..........ccvviiiiiie e 95

4.4 EdItiNG SCREUUIES ......cooiiiiiieete ettt ettt e e s bt e e s bt e e e s nbn e e e s annneeas 99
4.5 Deleting SCREAUIES........uuiiiiee et e e e s e r e e e e e s et e e e e e e e e e s sanraraeeeaeesnanns 100
Chapter 5 VIEWING REPOITS ....oiiiiiiiiie ittt s e s e e e n e e nn e e sne e e nnneennreas 102
5.1 OVBIVIEW ...ttt ettt e oot e oottt o4k e et o1 b et e e 1R et e e b e et e e n b et e e b e e es 102
5.2 REPOIS AICHIVE TaD ...ttt et e e e s nbe e e e s nnneeeas 103
5.2.1 Actions You May Take 0N ThesSe REPOIS ........ciiiiiiiieiiiiiie it 104
5.2.1.1 REPOI DELAIIS....cceiiuiiieeiiitiie ettt e e et e e e e sbreeeen 104

5.2.1.2 OPtioNS MENU ACHIONS .....eeiiiiiitiiee ettt ettt ettt e et e e et e e e e sbeeeeeans 104

5.2.2 Reports Archive Categories (in the left panel) ..., 105
5.2.2.1 REPOItS BY DAL .....ccciiiiiiiiiiiiiiiiieteee e 105

5.2.2.2 Reports By Schedule NAME........cooi i 105

5.2.2.3 Reports By REPOIMT NAME ......ccveviiiiiiieeeeeeeee ettt 105

I B 1111 (= To [ LT o L] PSRRI 105

5.3 Taking Actions on Reports in the ArChiVe ... 106
TR I V=V =T oo ] F PP PRPP 107
5.3.2 Add NoOtes (OF VIEW/EAIt NOLES) ......uueiiiieiiiiiiiiieiie ettt e e e e e eeeaeees 107
LR TG B =T 0= 1 g TN = Lo 109
5.3.4 DiStriDULE 10 OThEIS ..ot 111
5.3.5 RE-TUN/REIESN NOW ...ttt 116
LR LG T U o Q1 o S 119
R B A B 1T [T (o (=T o Lo TP 121
5.3.8 KEEP UNLl I DEIBLE ...t r e e e e e s e e e e e e e s enrnneees 122

5.4 Restoring a Deleted REPOIT ... ....uuiiiii it e e e e e e e e e e e e e e e e e e s e nnenreees 125
5.5 Adjusting Your Personal Retention Rule for a Scheduled Report..........ccccceveeiiiiiiiiiene e, 126

v WERSA REPORTS



Chapter 1 About This Guide

Chapter 1
About This Guide

1.1 Purpose

ThisUs e r 6 s pr@ides thgructions 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 thisUs er 6 s co@eu:i d e

1 An Overview of the Universal Report Server software product

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

9 Instructions for those users who can view and schedule reports

9 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 1 Select from a list of reports that have been scheduled for 102
you and view them
Schedule a Report i 1 Select from a list the report you want to schedule. The 71
The above plus: list includes only reports that the Administrator has given

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

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

1 Setther e p odefault etention for all internal users

Manage Reportsi All | 1 Register (define) report 39

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

1 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:

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

=A =4 =4 4 -4 -4 A 4

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 i the creator of Universal Report Server i 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 o 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

6 WERSA REPORTS
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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:

1 When the report should first run;

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

1 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:

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

1 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.

1 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.

1T Boolean | ogic for fiYesd or fANoO values.
The Report Administrator who creates a report can:

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

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

1 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"

WERSA REPORTS 7
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format that supports more complex report features d 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

1 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)

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

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

1 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).

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

i1 Elect to be notified by e-mail or Twitter that reports have been added to your archive or that one
has failed to complete.

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

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

1 Add notes to reports listed in your archive, rename them, and route them to others if desired.
1 Easily copy a report or schedule.
1 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:

1 Firefox 2.0+
1 Internet Explorer 7.0+ (no support for Mac workstations)

: WERSA REPORTS



Chapter 2 Introduction to Universal Report Server

1 Safari 3.0+
1 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.

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

WERSA REPORTS 9
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2.4 Universal Report Server i 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 f oreea pagethatonhyhreguiresiyaudotselestithe ypey ou  wi | |
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.

10 WERSA REPORTS
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The first page to display shows the contents of the Reports Archive tab. The default view for this
information displayst oday 6s reports sorted by date/ti me.

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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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 r e padnminisidasor
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
capabiliti e sadministratorh e

grants that permission.

The Universal Report Server web interface has four main tabs:

Reports Archive

Reports Scheduled To Run
Reports Manager

1 My Settings

= =4 =

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
103

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:

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

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

1 Reports to be RunT 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:

1 Notifications T Select the report notifications you
would like to receive and how you want to be

notified (by e-mail or Twitter). Add t he @A My

Report Ser veryou Myghod, e e d
iGoogle, and My MSN accounts.

9 Distribution Lists i Create and maintain
distribution lists.

1 Personalizations i 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:

1 Notifications (see page 14)
9 Distribution Lists (see page 28)
1 Personalizations (see page 35)

WERSA REPORTS
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page 40

Section 2.4.4 My
Settings Tab on
page 13

13



VersaReports Universal Report ServerUs er 6 s Gui de

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.

ev2008,¥YersaReports/MySettings.aspx - Windows Internet Explorer

@.\ y - |g http: f{dev2008 VersaReports My Settings, aspx j || X ILive Search

w dhe 88' '| @http:,l’,l’devZDDS,l’\n'ersaReport...| (& http:{deva00s versaRe... X | |

fy - B - o=h - s Page - (0F Tools -

Your Logo Here

Change Password Logout

[ Reports Archive I Reparts Scheduled To Run I Repaorts Manager ] Iy Settings

Motifications [ Distribution Lists I Personalizations ]

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

=

Select notifications you would like to receive via e-mail: Your RSS Feed Information:
W MNew Report Added to Reports Archive .
“|Report | Scheduled Failed To Complete I'IJ e

“|Report Scheduled For Me Failed To Complete

& My Yirioo!

Enter E-mail Address to Receive These Notifications: || & Gougle

[5/MY MSN+

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

Please register a custom application on Twitter as described in the Universal Report Server User's
Guide. When you have your consumer key/secret, enter them below.

Consumer Key: Secret: Get PIN

Enter PIN #:
NOTE: ou should use Protected Twitter Profiles for these notifications.

Although Twitter uses bit.ly for URL shortening, your Tweet text limits are pre-conwersiaon, 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

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

’_ ’_ ’_ l_ ’_ l_ |§‘u Local intranet | Protected Mode: On

*,100%
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Chapter 2 Introduction to Universal Report Server

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 detail.

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® 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.)
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Notes for Setting up Twitter

If you want to be notified on Twitter, you must have a Twitter account and you must register the URS
application with Twitter.

To register the Universal Report Server application with Twitter, go to http://twitter.com/oauth_clients and
login to the Twitter account where you want to receive your notifications tweets. The Applications Using
Twitter page displays.

{2 Twitter / Applications - Windows Internet Explorer

_ i & 3, =
(& A | buitter. com DIEEAE ] |2
File Edt V“iew Favorites Tools  Help
¢ Favarites Twitter 1 Applications @ ﬁ -8 =1 @ = Page - Safeby - Tools - @"
= ikkar -
@LJJUQD";:, =0 Home Profile Find People Settings Help Sign out

Welcome to the Developer

Applications Using Twitter Beta of the Twitter
Application Platform! We're
- just getting started, but we
. thought we'd start releasing

You have not yet registered an application components that wil help

you, the developers
Register a new application » connect your users with the
J—{Eepi world, right now.

For starters, we're allowing
you to both register your
application here, as well as
providing an improved
Authentication System,
QAuth. To read more about
how this help both you and
your users, please visit
http://oauth_net

Enjoy! And please report
any bugs or general
feedback to
api@twitter.com.

© 2010 Twitter About Us Contact Blog Status Goodies APl Business Help Jobs Terms Privacy

http: ) fbwitter, comfapps/new Glnternet vﬂ - ®00% <

Click Register a new application. The Register an Application page displays.
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{= Twitter / Applications: YersaReports URS App - Windows Internet Explorer

=

bwitter.cam V| || X |-Tl

File Edit View Favorites Tools  Help

e |
e

7r Faverites Twitter | Applications: YersaReparts URS App i G- 8 = v Page~ Safety v Tooks~ (@~
~
[ ]
E JJDC\:'E;@ﬂ:' Home Profile Find People Seftings Help Sign out

Welcome to the Developer
Beta of the Twitter
Application Platform! We're

VersaReports URS App Settin
-

’

w components that will help

just getting started, but we

thought we'd start releasing

you, the developers,

Application lcon:
Frication fcon connect your users with the

world, right now.

snd Settingsiter | Browse. .

slze of TOK. JPG, GIF, PNG

For starters, we're allowing
Application Name: VersaReports URS App you to both register your
application here, as well as
Description: TUniver=al Report Jerver aprlication providing an improved
from VersaReporzs, 11T Authentication System,
QAuth. To read more about
howe thiz help koth you and
your users, please visit
hitp:/leauth.net.

Application Website:

Enjoy! And please report any

bugs or general feedback to
api@twitter.com.

Qrganization; VersaReports, LLC
VWebsite: http:/fwww versareports.com

Application Type: @ Client O Browser

Default Access type: @ Read & Wi

Use Twitter for legin; O *res, use Twitter for login

W

€ Internet 43 - ®aow -

Complete the fields on this page to set up the VersaReports Universal Report Server application.

Important: The Application Type option must be set to Client.
The Default Access type option must be set to Read & Write.
The Use Twitter for login check box must be cleared.

At the bottom of this page you will see two digitized words. Enter these in the box provided (separated by
a space) and click Save. The Application Details page is displayed.
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= Twitter / Applications: VersaReports URS App - Windows Internet Explorer

@ L2 A | bwitter . com Vl || % ".'l
File Edit Wiew Faworites Tools  Help
7ir Favorites | Twitker | Applications: VersaReports URS App | | & - B (] o=h v Page - Safety~ Tools~ @~
L’
&
tw lbber Home Profile Find People Settings Help Sign out
. . . Welcome to the Developer
Application Details Beta of the Twitter
Application Platform! We're
- just getting started, but we
w . -
thought we'd start releasing
components that will help
) you, the developers,
VersaReports URS App by versareports, LLC _
connect your users with the
Universal Report Server application from VersaReporis. LLC world, right now.
created by Tom O'Malley — read and write access
by default — 0 users For starters, we're allowing
you 1o both register your
Edit Application Settings Reset Consumer Key/Secret application here_ as well as
providing an improved
Authentication System,
OAuth. To read more about
how this help both you and
Consumer key : Y_ )
your users. please visit
JIxemeNplgDVEoQEZEx34Q http:/foauth.net.
Consumer secret Enjoy! And please report
EVJdLL3hovrZpN4tlpiteoQkapgdb IgmY¥pWyzOSvEy any bugs or general
feedback to
Request token URL api@twitter com.
http://twitter.com/cauth/request token -
Access token URL
http://twitter.com/cauth/access token
Authorize URL
http://twitter.com/cauth/authorize
“We support hmac-sha signatures. We do not suppert the plaintext signature method.
w
€D Internet 3 - |00 -

Copy the Consumer key and the Consumer secret and paste them into the appropriate fields on the
Notifications tab in the URS application, as shown below.
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Please register a custom application on Twitter as described in the Universal Report Server User's
Guide. When you have your consumer key/secret, enter therm below.

Consumer Key: meNplgDiioQKZ0340 Secret; MétipTteiQlkapgdblgmYpihz05GO | Get PIN

Enter PIN #:
MOTE: "ou should use Protected Twitter Profiles for these notifications.

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

bit.ly Account: | APl Key:

[ Save Motification Settings ]

F Y WY Y VWYV VW VW Y Wy V¥ W LW VY VT e

Click Get Pin. The following dialog box displays.

{Z http:/ /twitter.com,7oauth_token=zkMiNqfXQEQ15iRGHOKaBh5LC2TYOKDBvhkMafQoa - Twitter - Windows Internet Explo... [H[=] E3

Twitter take s your privacy very

An application would like to connect to your ST,

w account

. . Please ensure that you trust
The application VersaReports URS App by VersaReports, LL.C

. s ! this wehsite with your
w_ould like the ability to access and update your data on Twitter. information before
Sign out if you want to connact to an account other than proceeding!

tmomalley.
By clicking "Allow” you cantinue
to operate under Twitter's
Terms of Service. You may
Allow VersaReports URS App access? revoke access to this
application at amy time by
wisiting your Settings page.

Deny

Note: If you are not signed in to Twitter, a login dialog box displays instead of the one shown above
requiring you to enter your Username and Password before selecting either Deny or Allow.

Click Allow. Thi s permits the URS application youbve registe
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ff' http:/ /twitter.com, - Twitter - Windows Internet Explorer

You've suceessfully granted access to VersaReports URS App!

Simply return to YersaRepors URS App and enter the following PIN to complete the process,

1541408

Copy the PIN shown in the dialog box, and then close the dialog box. Type or paste the PIN into the
appropriate box on the Notifications tab in the URS application.

After entering the PIN #, click Get Access Token. (Note that the PIN # will disappear because it is not
needed once an access token is obtained from Twitter.) Essentially this tests your connection to the
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