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Chapter 1 

About This Guide

 

1.1 Purpose 

This Userôs Guide provides instructions for those persons who will be 

 A4(Serve)7apter 
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entering individual users, the e-mail 
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format that supports more complex report features ð 
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¶ Safari 3.0+ 

¶ Google Chrome 1.0+ 

For all browser .r 
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VersaReports 
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http://twitter.com/oauth_clients
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Click Get Pin. The following dialog box displays. 
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Twitter account. The ñSuccess!ò message indicates everytand the notifications you 
indicated will be sent to your Twitter account. Click Save Notification Settings to save the registration 
information. Note that the òSuccess!ò Message changes to Registered
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On the Add to Google page, click Add to Google Onomepage. 
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The Universal Report Server gadget is automatically added to your iGoogle home page.  

 

The following example shows you how to subscribe to the My Universal Report Server feed. 

In the Notifications sub-tab under the Your RSS Feed Information section, click the RSS 2.0 Feed 
icon. 
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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 boxv type a meaningful name for the distribution list. 

3. If you are a Report Administrator, in the Is Global boxv click Yes if you want all users to be able to 
view and use this list. If you are not a Report Administrator, No 
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Invalid entries are reported to you through an error message. 
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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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2.4.4.3.3 Setting the Delay Time for Report Archive Tips

On the Reports Archive tab, you can hover over any report listed in the grid to see a pop-up tool tip that 
displays information about the report. (See Section 5.2.1.1 Report Details on page 104 for details.) Use 
this setting to choose whether you want to see the Report Details pop-up tool tip and to set the delay 
before it is shown to you7 Tm
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When you click Register a New Report, the Define a Report: Step 1 - Basic Information page displays. 

 

Fields and Elements (Buttons) on this page 

Field/Element Description 

Report Name The name trat will be displayed in the grid for certain lists. It should 
be succinct, yet meaningful enougr trat the user knows wrat the 
report is about. 

Report Description 
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Field/Element Description 

Allow Scheduler to 
Override Data Source Info 

If this check box is selected, the data source info will appear beneath 
the parameter list in Step 2 ï Report Parameters page of the 
Schedule a Report wizard. The scheduler is given the opportunity to 
change this data source information, or change the default data 
source information if the Connection Info was left blank. 

Cancel 



VersaReports Universal Report Server Userôs Guide 

48   

3.3.3 Step 3 ï Define Report Parameters 

Some report designers permit parameters to be passed in to qualify the output of 
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Fields and Elements (Buttons) on this page 

Field/Element Description 

Enter User ID for 
Administrators (one per 
line) 





VersaReports Universal Report Server 



Chapter 3  Registering and Pditing Reports 

  59 

3.3.5 Step 5 ï Scheduler-Specific Parameter Defaults 

If any of the parameters defined 
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Deleting a report begins from the Reports Manager tab. 

1. Click the Reports Manager tab. The actions for this tab display in the left panel. 

2. Click Reports By Category to expand the list of categories that have been defined for all reports. 

3. Click the reports category name that contains the report you want to delete. A list of all reports in that 
category displays. 

 

4. Click (left-click) the name of the report and click the Delete Report option. A warning dialog box 
displays. 
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3.6 Restoring a Deleted Report 

If a deleted report definition has reports remaining in a userôs Reports Archive list, the deleted report is 
placed in the Recently Deleted Reports list. It will remain in this list until all archived reports m6aceve been 
removed by means of the Retention Rules or they m62 6been manually deleted by the user. 

Restoring a report will restore the report definition only. Any scmedules tm6t m6aced been created for tacehis 
report will m6aceve been deleted already anaced cannot be restored. 

Restoring a report begins from tme Reports Manager tab. 

1. Click the Reports Manager tab. The actions for tmis tab display in tme left panel. 

2. Click Recently Deleted Reports. A list of deleted reports displays. 

 

3. Click the name of tme report and click the Restore Report 

option. An informational 

dialog box 
displays. 
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5. The Schedule Name field is already filled in with a suggested name, and you can change this. Also 
in this step, you may select the Suspend Schedule check box if you want to temporarily pause the 
schedule. Later, when you are ready to resume running the schedule, edit this schedule and clear 
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3. Click the reports category name that contains the report which you want to run. A list of all reports in 
that category displays. 

 

4. Click (left-click) the name of the report and then click the Quick Run option. A modified Step 1 - Basic 
Information page of the Schedule a Report wizard displays. Note that the Schedule Name field is 
defaulted to a suggested name (the name of the report prefaced by ñQuick Runò. 
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3. Click the repor

  3 .  3.   
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5. The Report Name and Report Description 
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If you have clicked the Reports I Scheduled tab, you may have a Schedule A Report action on the bar 
directly below the tab (see the illustration below). This will be avai
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4.2.1 Actions You May Take on These Reports 

When you click any of the report lines in the grid, a menu appears showing the actions you can take on 
that report. The possible actions you may see are described in the table below. 
 

Action Description 










































































































