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Using Report Templates

The purpose of a template is to simplify report production. Reports that you use frequently can be set up,
saved as a template, and then run when desired without having to reset the parameters. Your saved
templates will always be the first tab displayed when you use the Schedule New Reports wizard.

TO Cl’eate a Tem D|ate Schedule New Reports : Schedule List Users with Checkouts
Basic | Homeroom | Checkout Selection | User Selection | User Status Selection | Sorting

1. Select areport.
2. Create a name on the Basic Report name: List Users with Checkouts @

_Inforr'nai':lon tab that will help you Cescription: |4 list of all users with items checlked out,

identify it — ex. First grade overdues. Title: User Charges
3. Select appropriate criteria to set Foater: [LMIN

parameters as you desire.
4. Click Save As a Template button at the (4

bottom of the screen.

Schedule l [ Fun Maw l [ Save As Templateﬁ-’( Cancel l

Template Options

sEtup & Madify || C R Ownershi cl
T =1 odi a EMOYE... wnersni 0se
Schedule 4 Py P
TO RU n a Tem p | ate rep 0 rt: lichedule New Reports : Display Template Reports - 0
¥ w
1. Select areport from the
. My Copies My Inventory My Motices My Reserves My Statistics My Titles Request | Text | User
Template tab IISt- IBistro Impor/Export Info Desk INFChio Maintenance MARC Import My Circulation
H Il Titlzs Authority Biblingraphic Booking Circulation Custom Gateway Housekeeping
2. Click Setup & Schedule. A hority raphic _ : in
p Templates | administration All Circulation | all Copies | all Inventory | All Motices | All Reserves | All Statistics
3. Select Run Now.
Report name » Qwner Date Created
OH Incremental Ovrdu Motices ADMIN 12/22/2004,14:26 A
OH Item Count (LIBRARY) ADMIN
OH ot Overdues / Fines
u] e Iy Cire Count ADMIN :
OH Uvérdue Desk List ADMIN 12/22/2004,14:27

To View a Template report’s criteria:

1. Select report from the Template list.
2. Click View.

(3)
[ Schedule H Runm[ Save As Template H Cancel ]

This will open Word and display data similar to the report log.

e It will NOT display the finished report.
e |t will NOT display the report setup screens.
[ )

To view the completed report, you must run it and then go to the Finished Report Wizard.
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To Modify a Template:

Select report from the Template list.
Click Modify.

NS s

Click OK to save your changes.

NOTE: DO NOT select Run Now. If you do, the modified report will not be saved.
You need to go back to Schedule New Reports and select your revised report from the list to run it.

To Copy a Template:

Make any changes to criteria. Be sure to modify the name of the report also if needed.

This is a good way to set up similar reports with only minor changes, such as grade or teacher.

Select a report from the Template list.
Click Copy.

PwdE

Click OK to save your changes.

To Remove a Template:

Make any changes to the criteria and the name of the report.

It's a good idea to save reports as templates while you're experimenting and trying to find one that meets
your needs. However, it's important to delete reports you don’t like to avoid confusion.

1. Select a report from the Template list.

2. Click Remove.

3. Click on the box next to all reports you want to
remove from your Template list. Select all
button will select all reports.

4. Click Remove for selected reports. Clear

Schedule New Reports : Remove Selected Reports

Select all ” Clear Selections l

Report name

OH List of Owerdues / Fines
0OH Monthly Circ Count

0H Owerdue Desk List

Owner
ADMIN
ADMIN

ADMIN

Date Created
1z/e2z/e004,14:29

Selections will uncheck reports.
5. Click OK to verify.

To Schedule a Template Report:

Schedule a report to run in the future on a designated day and
time.

Select the report from the Template list.

Click Set up & Schedule.

Click Schedule.

Choose the criteria to schedule the report as desired.
Click Schedule.

arwdPE

See Schedule New Reports, page 3 for detailed directions
on scheduling a report.

Schedule

Start running on

¢=  December 2005 =P

Report name: 0OH List of Overdues / Fines
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schedule New Reports : Schedule 0H List of Dverdues / Fines

O asap O onee O Daily @ Wiezkly O Monthly

Days of we@

[ sunday

[ mMonday
Tuesday
[ wednesday
] Thursday
[ Friday

[ saturday
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