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Add report to report manager

1 Create folder

Reports are organized in a tree structure. You can create unlimited number of folders and subfolder to facilitate report

management.

To create a new folder selectthe desired par ent f ol der i he
dropdown undddrepdstuct t on #
@Repcrts | @Jubs @Schedule
’ Output Format [a Add Report B
{a Create Folder
Run | -| T
Remove
l nsert he name of he folder and click
S e

Mame |Humar1 resources

The new folder will be shown in the report tree

Mavigation n x
W n[ﬂ Reports

b#| Human resources

2 Add report

2.1 Choose report file
Select the desired parent folder

[3) Jobs (™) schedule

(.3 AddReport ~
[# Edit h | @

x Remove

l] Rerts \

} Output Format

Run [ : -

Report wizard screen will be shown. Select the report type you want to add. Out of the box Report manager

supports 3 report types:

1 Crystal Reports (ver. 9, 10, 11,2008, 2011)
1 Reporting services (ver. 2005, 2008)
1 SQLServer Ad hoc queries (ver. 2000, 2005, 2008)

n

t

reports tree and
button AOKO
he reports tree ¢



Report Type

4P Crystal Reports 2011
[F] M5 sqL Server
E-ﬂ Reporting Services 2008

Report Type Previous

epending of the report type there are slight differences in the way the report is selected. For Crystal reorts you
will need to open a report file.

Report File | I '

Organize * Mew folder f=

5‘_\{ Eavarites Mame Date modified Type

I D NWind Employee Data.rpt . 6/18/201110:58 AM RPT File
B Desktop e
| Libraries
*& Homegroup
j Administrator
1M Computer
&, Local Disk (T3
| Backup
. Deme
. Database
L Naruments

- 4

File name: NWind Employee Data.rpt - [Cl)"-v'tal Reports 2011 (".rpt)

I Open |v] ’ Cancel

Report information will be retrieved. You can change report name (the name shown in the report tree), connection
to the database, default output format and report description which will be shown in a tooltip when the user moves



the mouse over the report it em. On this screen you can also add some notes which will be available just to you. For
example you can write information about the users who use the report often, warnings what to do before to
change the report and who has to be notified history of the changes etc.

Report File |C:‘|Demo‘lP.epcrts‘,NWir1d Employee Data.rpt] |
DB Connection |R—TagWWind e M |
Report Mame |N'|.ﬂ.|'ir1d Employee Data |
Default Output Format |Dn SCreen - |
Description |N'|.I'l.|'ir1d Employee Data |
Mote

2.2 Setting report parameters

In Parameters screen you can set the label text for the parameter on the user filter screen, the editor which the
user will use to set the value and the default value for the parameter. Report Manager will show the available
report parameters in a list (on the left).

*F *+ 3 X

5 @EmployeeID
g (@PrintedBy Label Text |Er|1|:||oyee ]

Tag |<En1|:lty>

Value | Description

Value |

Always Use Default Value { parameter not visible in repart filter)
Linked Parameter Value can be Empty

|Double

Previous

Report Parameters

2.2.1 Parameter navigation toolbar
By using the arrows you can change the order the parameters will appear in the filter
You will be able also to add fApseudodo parameters; Fiel
run the report. See next point (T ags) for an example

o

£ EPrintedBy




2.2.2 Tag

This field will allow you to assign the parameter to a specific predefined tag and to search for documents by tag
later. This is powerful option to organize your documents. It is explained in details here:

In brief: you may have 3 reports for sales The parameters which are used to set the date may have different
names: fiAs Of Dateo in report 1, fiSale Datedin report 2 and fiDate of Saledin report 3. You can create one tag (for
example Date) and attach all the parameters to this tag. Later you can req uest report manager to show you all
historical data for report 1, 2 and 3 where Date is between 1/1/2011 and 5/1/2011. In this way you can see for
example all invoices, letters, notices, supporting documents etc. for a customer and even filter them by other
criteria like: show those created in the last 2 months by Carol

Tags combined with pseudo parameters may add more options to organizing reports. For example you may add
pseudopar ameter fAiNoted which is not r eytheiuseetasedich latertioeallr e p o
reports with note containing specific word.

2.2.3 Label Text
This will be the caption of the parameter which the user will see

2.2.4 Value

This field can be used to set the default value for the parameter. It supports formulas and relative dates.
You can find more information about formulas and relative dates here: Formulas

2.2.5 Always use default value

If you check this option the parameter will be not shown to the user and will always use the default value which

you have preset. Because you can set the default value with formula you can use this field when you want to

collect information which cannotbec hanged by t he user. For example: for
can set the default value to the current user and if you set the parameter to fialways use the default valueo the

report will print current user name without the user to be able to change it .

2.2.6 Linked parameter

You can check thisif you want to attach one parameter to another in the same report. For example if a parameter
in a sub report should have the same value as a parameter in the main report you can link them. Some reporting
engines like Crystal reports support this option internally.

2.2.7 Value can be Empty
Check this box if you want to allow user to leave the parameter without value

2.2.8 Type

This shows the type of the parameter which will be used to create the editor. There are 6 available types:
Booleani possible valuestrue and false

Text

Date

Double i numeric values with digits after decimal like 1.5, 89.45 , 9840 .7678 etc.

Integer i numeric values without digits after decimal like 1, 89, 9840 etc.

Value List i this type will be presented as combo box with fixed number of choices. You can switch any of
the other types to Value List in cases when you want to restrict the number of possible values or you want to
translate the value expected by the report to something that make sense to the user. For example : you may need
to provide User ID or Customer ID which usually is integer value. By using value list the user will be able to choose
the user by name, but the report will still receive the user id associated with this name.

E I I R

More information about value list and how the values are set you can find here: Value List


http://r-tag.com/Documents/RTag%20Formulas.pdf
http://r-tag.com/Documents/RTag%20ValueList.pdf

2.2.9 Mask

Sometimes it is useful to set an insert mask for the parameter; for example (999) 999 -9999 for a phone number or
99999-9999 for zip code.

2.3 Setting report data source from external command

Some reporting engines do not support multiple recordsets. For example Crystal reports require one command to
be executed per report or subreport. This means that if you run a report which contains 3 subreport s there will be 4
calls to the database. Executing a separate command which retrieves all the data in one call and passesit to the
main report and subreports may increase the speed of the report dramatically. More information about how to set
the data source and example of the productivity improvement can be found here: Data Source

2.4 Setting report output

If you select output format to a file when you run the report you may process the result file and send it via e-mail ,
save it to document management or local network. This option may be useful if you want to keep history of the
report runs.

= Addv|[? Edit | 4 B

Local netwark file

Document Management File

E-rmail

2.4.1 Create local file

,

Task Name | |

0K

Folder | | Cancel

File Mame | |

IfFile Exists  [Repiace ]

Compress History

[ Enable Compression (0 Do Mot Use (Delete at the end)

Password | | Keep last runs :lE"

Password

() Keep Forever (Delete manualy)

2.4.1.1 Task name

This is the name which you will see in the output list. You may create multiple outputs from one report and it may
be helpful to set friendly name


http://r-tag.com/Documents/RTag%20DataSource.pdf

2.4.1.2 Folder
Folder where the file will be saved. Supports formulas.

2.4.1.3 File Name
File name which will be used. Supports formulas.

2.4.1.4 |If file exists

There are 2 available options in case the file already exists: replace it or find free name. Find free name will add
index to the file name for example file name Sales for March will be Sales for March (1), Sales for March (2) etc.

2.4.1.5 Compress
You can compress the file and encrypt it with a password. Files are compressed in ZIP format.

2.4.1.6 History
This section will set the rules for retention.

i Do not use (delete at the end) will delete the file output at the end of the operation. This can be used to
create a file attach it to an e -malil, send the e-mail and then delete the file.
i Keep forever i you will need to take care about the file removal.

2.4.2 Create Document management file
ot Report Output File @

Task Name

File Mame

Cancel

Compress History

Enable Compression

2 Keep last 1| - | runsper n.a. -
Keep

Keep Forever (Delete manualy)

This is a file which will be saved by the application in the internal Document Management. Some of the advantages
to have documents in document management instead of a local network are:

i easy search and groupingi you will be able to find any document in seconds, also you will be able to
group the document by similarity like show me all invoices without approval , show me all documents for a
customer etc.

keep track of the document changes

add notes to the documents

manage the user rights to view, edit and delete documents on per file basis

easy backup of all existing document

documents can be made available online

E I

Adding document to document manageme nt i s simil ar to adding one to | oc
provide Afoldero and Aif existo settings.

Options for the historical data are different too. Do not use (delete at the end) dis not available, instead there are

two more options which will give you some additional flexibility:



1 Keep last N number of runs per week will allow you to keep for example 1 copy per day and if you run the
report multiple times previous copies for the day will be deleted, but the copies from the previous day wi Il be still
available.

1 Keep N number of days - will delete the file after N days. The file will be deleted just in case the period
expired and a new file is created. For example: if you set the file to be kept for 60 days and you never run the
report again the file will not be deleted. If you run the report after 3 months the program will find that the previous
file should be deleted and will delete it. So the file will be deleted the first time when the report is started after the
retention period.

i Keep forever 7 you will need to take care of the file removal.

2.4.3 Create e-mall
You can create an-mamdi lwiwsirmdg .fi Séhred wé zard has 3 steps

2.4.3.1 E-malil settings
This is the place where you will set the server and the user information which will be used to send the e -mail.

2
[Z7] Send email wizard

Task name and Email settings.

Task name |Er|13i| task

Default Email settings are set in Settings dialog , tree node Email . You can omit this step if you want to use the default settings.

E SMTP Server |Test server|

E Encryption |None

@i

User name |

Password |

Confirm Password |

If you leave the check boxes unchecked then the default e -mail settings from the Settings will be used



v {j Settings
& System
w (] Schedule SMTP Server
E Dropdown 'Shaw ...

Encryption

[, Dropdown ‘Label
w 2] Security Part
[ Users

Domain

E Roles
[ Email Default mail account

D Documents User Name

|
Password |
|

Confirm Password

2.4.3.2 Attach files
Next step will allow you to attach files .

Attach files

mp Add- [ Edit | 4 B

Attach file
Attach file created from this report

You can attach:

i Any file from your hard drive

i File created from the same report run. For exampl ¢
report to an excel file and then attach this file to the e -mail. Document management files can be attached in the

same way.

With local network files you have the option to create a temp file attach it to an e -mail, send the e-mail and then
delete the file. Thisispossi bl e because of the option ADo not wuse |

History

(2) Do Not Use (Delete at the end)

You may attach more than one file to one e -mail

2.4.3.3 Preparing e -mail message

In the last step of the wizard you can prepare the e -mail message. All fields support formulas. You will be able to
insert fields for mail merge. For example you can create an e-mail send it to an e-mail address which will be



retrieved in a formula and even use the recipient name or other data in the message body. The editor will provide
you also an option to edit the HTML directly in case this is easier for you or you want to use another editor to
prepare the body of the message. You can find more information about how to use email here : EMall

P = R
=] Send email wizand [

Email settings

To

BC

|
cc |
|
|

Subject

Body |T|rne5NewRomar'l '||12I3‘3ints '||- 'l B

Y REDMAE D E

2.5 Setting role permissions

You can assign rights to the roles to run, edit and view history of the report.

Since one user may be a member of more than one role the rights will be combined.
The final values are:

Not Set = Forbidden

Not Set + Forbidden = Forbidden

Note Set + Allowed = Allowed

Allowed + Forbidden = Forbidden

If one user is member of 2 different roles and one of the roles has rights to run the report , but the
report is forbidden for the other one , then the combined result is Allowed + Forbidden = Forbidden

Most likely there will be a set of reports which will have the same permissions. For example marketing reports will
be available to the marketing department and managers. To apply permissions easier you may save a copy of the
settings to a template and load them for other reports

Load | Save e Roles
T

Role Mame R
Builtin Administrator | S@ve As ...
Users

10



2.6 Report instruction

You may need to provide some information to the end users how to use the report. You can do this in the last step
of the wizard. The instructions will be available in the report tree right click menu. You can include hyperlinks in the
instructions in case you have existing help file or website where this formation is already available

G . =
CEPRE SBL LAOB IIFPsa 3@ BEE QY
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This report should be used at the end of the month, not earlier than 25th
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2.7 Running the report

I n order to run the report select the report in the re
formato combo box and click button fARuno
I | @Repﬁrts |
Add R
’ Output Format [a a =
[ Edit
Run -
|PDF | xRemuu
h Run |
Mavigation
vqueports
W q,[_j Human resources
? MWind Employee Data
Output format will be reset to AOn Screenodo when you se

11



