° Library Services Handbook
I N F@ h IO SymphonyWeb: Opening reports in Google

Drive
OHIO'S PreK-12 DIGITAL LIBRARY

Opening Reports in Google Drive

The document will cover opening reports in Google Drive if you have the software installed on your
computer. To learn more about installing Google Drive to your computer visit the following website:
https://support.google.com/drive/answer/108381247?hl=en

1. After running a report go to Finished Reports. Select the report and click Download. The
example below displays running CAT: Shelf List report.

I Schedule New Reports X |

Schedule New Reports : Display Finished Reports

B4 20
| Finished
Report name Source Owner Status
CAT : Shelf List catitemlist ADMIN OK
FN'NEW User load from external userload ADMIN OK
FN MOD User load from external userload ADMIN OK
FNCorrect User Information fixusercounts ADMIN OK
FNCorrect Hold Information fixholdinfo ADMIN OK
FNUpdate Charge Counts chargecheck ADMIN OK
FNUpdate Bill Counts billcheck ADMIN OK
FNAdd, Delete, Update User aduusertext ADMIN OK
FNAdd, Delete, Update Dbases adutext ADMIN OK
FNUpdate User Deling Status setdeling ADMIN OK
FNStatistics Log statlog ADMIN OK
FNConsolidate Daily Logs consolidate ADMIN OK
Remove Bills - PROCESSFEE 0.00 rembill ADMIN OK
Add, Delete, Update Dbases adutext ADMIN OK
FN NEW User load from external userload ADMIN OK
EANLAMNN Lisar Inad fram 1 ADRIN NK
‘ View I | Downl,oaﬂ:‘ | Print ‘ | Email (b) ‘ Remove... ‘ ‘ Ownership (d) | | Close ‘
Schedule New Reports X i
Schedule New Reports : Display Finished Reports
¥ schedule New Reports : View Finished Reports 5o
Fi Report to view: CAT : Shelf List
[] View log -
View result Statt

C# [ ] Format report

FN

FN

FA

EN ‘ OK T ‘ Cancel !

FNUpdate Bilt Counts pilicheck ADUMIN OK

FNAdd. Delete. Update User aduusertext ADMIN oK

2. Follow the steps below to save your document to Google Drive and open the file:

a. Go to Google Drive on your computer.
b. Select My Drive.
c. Name the report and update the extension to .doc.

e, Page | 1 SymphonyWeb — Opening Reports in

Google Drive
Man agem ent Page layout created and text abridged by INFOhio from SirsiDynix Last Updated June 2024
\}\ COU nc ,7 l documentation. Copyright © 2024, SirsiDynix. All Rights Reserved

e hio Education Computer Network INFOhio is Optimized by the Management Council infohio.org/goto/handbook



https://support.google.com/drive/answer/10838124?hl=en

INF®hi

OHIO'S PreK-12 DIGITAL LIBRARY

Library Services Handbook
SymphonyWeb: Opening reports in Google

Drive

d. Click Save to save the report to the My Drive folder.

& Enter name of file to save to...

<« v /N IO ThisPC > Google Drive (G) > My Drive

Organize ~ New folder
> [[&) Management Council Ohio Education Computer Network
~ [l This PC
> E50s (@
~ & Google Drive (G) &
file-revisions-by-id

.shorteut-targets-by-id

Name
79 BLUEdoud Course Lists
79 Cataloging Training
7 Classroom
7 eoy
5 Mitinet

73 New Users Training

Date modiified

4/18/2023 1:31 PM

4/18/2023 1:42 PM

12/4/2020 9:42 AM

4/5/2021 2:37 PM

6/28/2023 12:11 PM

4/18/2023 1:30 PM

3.

> 7 My Drive S £ symWeb 10/13/2022 3:32 PM

> 79 Other computers ¥ Usergroup 3/29/2022 10:56 AM

| TRELLabel.txt 7/28/2023 1:44 PM

> 73 Shared drives

> t Network

File name: | ARSI Refels 08 ~

Save as type: Text File (*.txt) v

Save W

oy

 Hide Folders Cancel

T YOS ST TS wmunGUn

Once the report is saved, log into your Google account or if you are already logged in you can
refresh your page and you should see the report under My Drive in your Google Drive. Click
the report to open it in Google Docs or Google Sheets.

>
A Drive Q, search in Drive = @ & = Google
+ New My Drive - B O
Priarity Type = || People - | | Modified ~ |
Activit
L Name Owner Last mo... v File size
oo Workspaces
TRELLabel.txt me Jul 28, 2023 11KB
’ My Drive
» B Shared drives B TRELShelfList.doc me 310 PM 5KB
d .Eu CompUterS ™ leareMAanmaillZnidalinas nAf se ma M= A 2N 170 ¥R
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4. To open the documentwith Google Docs, click Open with Google Docs. NOTE: The font size
can be adjusted to 10 points to avoid sentence carryover to the next line.

& B TRELShelfList.doc / B Open with Google Docs . & Share ~

B TRELShelflistdoc % m & O &8 e - @
File Edit View Insert Format Tools Extensions Help
Q © ¢ & A § 10% - Nomaltext ~  Coude.. » = [10/+ B I U A 2 o @ @ E~ 1= 3=~ i= # Editing - ~

5. To print the report, go to the File menu and select Print.

TRELShelfListdoc +¢ (=)
File Edit View Insert Format Tools Extensions Help

3 Open Ctrl+0

Q Normaltext ~ | Coure.. v | —[10]+ | B T U A 2 o A O E~ 1= =~i=E~iE~E E X
D) Make a copy
&+ share >
= Email o | 11 caT : shelf List (gatitemlisy - brief) 06/27/2024
+ Download . |=aved call Mumber Barcoce Status Title
9
& Approvals @D |57 3603001006550 AVAILAB Weather at your fingertips / written by Judy Nayer ;
007 3608001033174 A How the ostrich got its long neck : a tale from the A
. R 007 34608000531707 & Song And
4= Rename 007 There was
08 When wishes
9 Move 507 The Babe & I
007
({&; Add shortcut to Drive 507
020
W Move totrash 220 32603000206432
012 34608050007038
008
<9 Version history » 1207
007
007
(@ Details 08
007
@ Language - |2
008
007 ®
B Page setup 507 346080 6153 AVATLAS
007 34608001008960 AVAILAB and pictures by
[& Print preview 507 34602001007525 AVATLAB: lard, James Marshal
007 34608001033737 AVAILAB lard, James Marshal
& Print 48 Cirl+P 507 34608001008440 AVAILAE: late / Diane Werfolk All

34608100002690 AVATLAB
34608050001510 AVAILAE

v Amato ;

trated
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6. Additional report type options: If you are running the report as a spreadsheet, go to the
Output Options tab and change Report Type to Spreadsheet.

| Schedule New Reports x|
Schedule New Reports : Schedule CAT : Shelf List

[ Basic | SearchSting | ItemIDs | Title Selection | Call Number Selection | Item Selection | Sorting

Output Options |

Report Type
() Brief () Long (@ Spreadsheet || Delimiter: ) Comma @ Tab (_ Pipe () Other: E

Report Format

Brief Options

I Schedule H Run Now H Save As Template H Cancel |
L L L

7. Select the report and click Download the report and select View result.

iScheduIeNewRepor{s x ‘

Schedule New Reports : Display Finished Reports

i - E | ¥
| Finished |
Report name Source Owner Status
TREL Shelf List Spreadsheet catitemlist ADMIN OK
US NEW User load from external userload ADMIN OK
US MOD User load from external userload ADMIN OK
Correct User Information fixusercounts ADMIN OK
Correct Hold Information fixholdinfo ADMIN OK
Update Charge Counts chargecheck ADMIN OK
Update Bill Counts billcheck ADMIN OK
\Add, Delete, Update User aduusertext ADMIN OK
Add, Delete, Update Dbases adutext ADMIN OK
Update User Deling Status setdeling ADMIN OK
Statistics Loa slamuor_j il ADMIN OK
] View | ‘ Downjoadw‘” Print t i Email (b) ‘ ‘ Remove... ! 1 Ownership (d) l i Close t
L L
. Schedule New Reports : View Finished Reports - 0 x

Report to view: TREL Shelf List Spreadsheet
[] view log

[v] View result ;
* []/Format report &
] g
E | ok T | Cancel |
ndate Bill Counts billcheck ADMIN OK
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8. Save the file to the Google Drive with the .xls format.

@ Enter name of file to save to... X
1 8 > ThisPC > Google Drive (G:) > My Drive v} A P
Organize > New folder =- @
505 (C) Name
v @ Google Drive (G) i BLUEdloud Course Lists
file-revisions-by-id T4 Cataloging Training I
shortcut-targets-by-id P Classroom
5 My Drive P EOY
79 Other computers MEOY (1)
4 Shared drives ™4 Inventory |
8 Network 4 Mitinet M \

RPN TRELSpreadsheet.xls)

Save as type:hText-File-{tta)

A Hide Folders Save Cancel

9. Go to Google Drive and login. If you are already logged in refresh the screen. The file will be

visible.

A Drive Q, Search in Drive

11

Tl
S
@
@
o

+ New My Drive ~ v=E| 8 )«
B tiome Type ~ People ~ | « Today X  Clearfilters
Activit
a Y Name 1 Lastmo... v Location
o Workspaces &
B cov 9:12 AM @ My Drive
+ B MyDrive
»@ shared drives BB Other 9:10 AM @ My Drive
* L0 Comprters E3 TRELSpreadsheet.xls 12:54 PM @ My Drive

&, shared with me

~R

10. Double click on the file and the file will automatically open in Google Sheet.

File Edit View Insert Format Data Tools Help

E TRELSpreadsheet ft [0 & Savedtobrive
Q

b & § 100% v $ % O 9 w3 Defaul. v -[(10]+ B I = A % @ E-i-W-A- o @B @ Y
A - garcode
A 8 c 0 3 F G "
1 [Barcode Call Number  Status Title Author
4606001006550 551.6 NAY AVALABLE  Waeather at your Nayer Judy
3 34608001033174 E AAR AVALABLE How the ostrich ¢ Aardema, Vema
4 34608000531707 E ACK AVALABLE  Song And dance Ackerman, Karen
5 34508001014976 E ADA AVALABLE There was an old Adams, Pam
& 34608100001767 E ADD AVALABLE  When wishes we Addy, Sharon
7 34608001002625 € ADL AVALABLE  The Babe & I/ w Adier, David A
® 3460800101575 E ADL AVALABLE  Cam Jansen and Adler, David A
9 34508001008507 € ADL AVALABLE Cam Jansen and Adler, David A
o 3460800207084 E ADL AVAIABLE  Run, Mo, run! / b Adler, Danid A
1 34508000206482 € AGE AVALABLE | want a dog / Joi Agee, Jon
12| 34608050007038 E AGE AVALABLE  Mr Putney’s qua Agee, Jon
3 34608100000579 E AHL AVALABLE The pencil / Allar Ahlberg. Allan
4 4608001097617 E AHL AVALABLE  The runaway dini Ahiberg. Allan
15| 3460800103303 € AHL AVALABLE  The snail house / Ahiberg. Allan
34608001010966 E AHL AVAILABLE The snail house / Ahlberg. Allan
34508001102870 E ALA AVALABLE The butter man / Alalou, ERzabeth
6 3460800108812 ALB AVALABLE My best fiend is Albee, Sarah
19 34508001034727 € ALB AVALABLE My Flend Bear / - Alborough, Jez
34608001042654 E ALB LosT Some dogs do/ Alborough, Jez
21 34608001028505 € ALB AVALABLE  Watch out! Big E Alborough, Jez
3460800101615 € ALE AVALABLE  The fortune-teller Alexander, Lioyd
+ = TRELSpreadsheet.xls ~
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