Reports Overview

Overview

In this chapter you will learn about report functions and report types.
You will also learn about the Report wizard properties, toolbar, wizards,
and helpers.

Before You Begin

Before you can view or print finished reports, PCs where WorkFlows is
installed must have a temporary folder (usually C:\temp).

To verify that you have a Temp folder in the drive C directory, go to
Windows Explorer. If you do not have a Temp folder, you will need to
create one. To do this, click New on the File menu, and then click
Folder. Name the new folder Temp.

Report Functions

Sirsi defines reports to include any process that can be scheduled in
Unicorn. Reports in Unicorn WorkFlows can improve the functioning of
a library. You can perform the following tasks more easily with reports.

e Track statistical and management information by counting
various staff processes to measure productivity, identifying
items that are likely candidates for weeding, or tracking fund
information for budgeting

e Streamline daily library processes by creating bibliographies,
sending overdue notices to users, comparing the catalog shelflist
to the items on the shelf, or generating vendor claim lists or
orders

e Perform housekeeping tasks by updating catalog indexes,
changing the status of groups of users, or removing users or
items in batches when necessary

Unicorn reports are organized into general groups, with specific report
types in each group. Although you can use many reports as they are, you
can tailor a basic report to meet your specific needs.
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Report Types

Count

Once you select a report and have made formatting decisions, the report
can be scheduled to run immediately, periodically, or saved as a report
template to be run later. Reports can be printed, e-mailed, viewed, or
saved as a text file (usually in WordPad).

Note Reports scheduled using the Report Utilities in previous versions
of Unicorn can be converted to run in the graphical version of Unicorn
reports by using the Convert Report wizard on the Reports toolbar. For
more information on the Reports toolbar, see "Reports Toolbar and
Wizards" on page 16.

All Unicorn reports fall into one of the following report types.

Count type reports answer the question, “How many meet this criteria?”
Examples of this type of report are Count Bills, Count Charges, and
Count Items.

Import/Export

Label

List

Import/export type reports batch load new information to the Unicorn
system or extract Unicorn information for use by an external system.
Examples of this type of report are Load Bibliographic Records and
Load Authority Records.

Label type reports produce information in a format used for printing
labels. Examples of this type of report are Vendor Address Labels and
Added Item Labels.

List type reports answer the question, “Which ones meet this criteria?”
Although it is one of the most customizable types of report at its most
basic state, many reports are based on a list report with selections and
formatting decisions already made. Examples of the list type of report
are List Users, List Items, and List Order Line Items.

10
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Maintenance

Maintenance type reports make changes to existing information in the
Unicorn system. Examples of this type of report are the rollover series in
the Acq group, the Add, Delete, Update Databases report, and the
Reorganize and Rebuild reports.

Notice

Notice type reports answer the question, “Who needs what information
sent to them?” It selects the users or vendors to receive the notice and
the notice text, and can be e-mailed directly to users and/or have address
labels printed. Examples of this type of report are Vendor Acquisition
Claims, User Announcement, and Overdue.

Remove

Remove type reports permanently remove information from the Unicorn
system. Caution is advised when running reports of this type, and in
many cases, these reports are password protected. Examples of the
remove type are Remove Users and Remove Bills.

Statistics

Statistics type reports produce tables of statistical information from the
Unicorn system. Examples of the statistics type include Average Price of
Books, List User Department, and Birthyear.

]
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Report Wizard Properties

The same Properties page displays for the Setup and Schedule New
Reports, Scheduled Reports, and Finished Reports wizards.
Modifications made to these properties are retained for all wizards for
the duration of the WorkFlows session.

" Schedule Mew Reports : Properties M=l E
'/
(=<9
Display property page: @Alwa\,rs O Nevar
—Windows Applications
Open File gadget Fa S 41172 L) LR =0 =) L e L > @
files\accessoriestwordpad
Anplication to print reports: |cprogram
files\accessorieswordpad /p
—Format Option
| Display format page
W Farmat report
Character settahle: |DEFAULT E
Fage length: |66
Page width: |30
Tap margin:lﬂ
Bottom margin:ltl
| Send notices automatically
Fecipients: @ o
(@) Cnly those with email addresses
(@) Only those without email addresses
Vi Llog
v Result
| Motify owner when repart is finished -
hd|

Windows Applications

Under Windows Applications, you can select the word processing
program that you want to use to view and print reports, for example—
WordPad or Word.

If the program you want is not installed in the C:\Windows directory,
you must type the full path to the executable file. If needed, you can
locate the executable for the application using the Open File gadget.
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Application to View Reports

The program entered in this field is started when you click View. The
program is used to view templates, scheduled reports, and finished
reports. The report displays in the document window, and can be printed
or saved from the application after viewing.

Application to Print Reports

The program entered in this field is started when you click Print. The
program is used to print finished reports using the PC Print option. The
report displays in the document window, and can automatically be
printed to a default printer by using the /p command in the path.

Format Options

Display format page

If you print multiple character sets, send your work to a printer other
than your default, or print reports that are output in a nonstandard page
size, you can select the Display Format Page option to display the format
page. The format page includes the character set used, as well as the
page length and width, and top and bottom margins.

If you select the Display Format Page option, the Change Format button
displays on the Schedule step of a report, and then displays the format
page. However, you must enter a user or printer value in the To field for
e-mailing or printing. Format buttons must also be selected for the
format page to actually display. If no value is entered in either of these
fields, and the Change Format button is selected, a message displays that
there is no format to change. If the Display Format Page is selected for
finished reports, a Format Page option displays before displaying a
finished report.

Format report

This option allows you to use the default formatting option. If you select
this option, a displayed report will reflect Unicorn-defined formatting
specific to each report such as report headers, spacing, and page breaks.
In some cases, it might be useful to display an unformatted report, then
format it using a word processing program.

Modifications can be made to the number of lines on the page, number
of characters in each line, and line size of the top and bottom margins for
default settings.

]
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Character set table

This field specifies the character set used to translate formatted reports.
Only formatted reports use this character set. The default value
DEFAULT is appropriate for most systems except Chinese. If you want
to select another character set table, use the drop-down list, and then
make your selection.

Page length/page width/top margin/bottom margin

You can modify the number of lines on the page, number of characters in
each line, and line size of the top and bottom margins for default
settings. If the Display Format Page property is selected, you will have
the option to modify these values when scheduling or viewing the report.

Send notices automatically

This field applies to notice type reports only. You must define an e-mail
address in the appropriate field of the user record for notices to be
automatically sent.

If you select the Send Notices Automatically option, you can specify the
recipients.

Recipients

If you select the Send Notices Automatically option, you can specify the
users (recipients) who will automatically receive notices based on the
e-mail address included in the user record. If notices are sent
automatically, you may want to separate e-mail and non e-mail recipients
to prevent sending duplicate paper notices, particularly if the Count as
Notice Sent option is used to keep track of the notices each user
received. You have three options for Recipients.

e All
e  Only Those with E-mail Addresses
e  Only Those without E-mail Addresses

Log

When you select this option, the distributed results of the report, if
e-mailed or printed, will include the log. The log is a detailed description
of the formatting options used and how the selection criteria affected the
results. Some reports are wholly contained in the log, and an attempt to
distribute a log-only report as results will send a header-only message to
the e-mail recipient or an illegible message to the printer. The log is
always available from the finished list.
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Result

If you select this option, the distributed results of the report, if e-mailed
or printed, will include results. Results include the primary text of the
report.

Notify owner when report is finished

When you select this option, the system sends a brief e-mail message to
the report owner when the report has been run, and is either available for
viewing from the finished list or has been printed or e-mailed. The
e-mail address that appears in the From field of this e-mail message is
the login or e-mail address of the user who last ran the report server.

Notes

e You can change the setting for Format Finished Report before viewing,
e-mailing, or printing the report.

e Log and Result settings carry over to the selections when working with
finished reports.

_—
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Reports Toolbar, Wizards, and Helpers

Reports Toolbar and Wizards

You can use the Reports toolbar to display the wizards used to identify
and schedule reports.

B2 I = GEaalds

Wizards Purpose

under character interface versions of Unicorn.
Most customers who installed at Unicorn 99 or
later will probably never use this wizard.

. Convert Reports — Converts reports scheduled

The Convert Reports wizard is used to convert a
scheduled report that has not run in WorkFlows
reports. Once the report has been converted to
WorkFlows, it can no longer be modified or
duplicated in the character mode of Unicorn
reports.

Setup and Schedule New Reports — Creates a
new report.

Scheduled Reports — Displays reports that have
been created, but are scheduled to run in the
future or periodically. This wizard can be used to
modify, duplicate, remove, or change the way a
report is run.

. Finished Reports — Displays the results of
reports that have finished running. Printing and
removing report results are among the other
options.

e
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Reports Helpers

Helpers Purpose

Filter and Sort Finished Reports Helper —
Filters reports to display only those specified in
the filter screen area.

Reports can be sorted by report owner, report
completion date, report name, or next run date.
Only Unicorn administrators can sort by report
owner, but other options are available to general
library staff. You can order reports to display in
ascending or descending order.

Selected filter and sort settings will remain
throughout a Unicorn session or until changed,
and will carry over to the templates and
converted and scheduled reports. Click Clear to
return the settings to the default.

Display Report Scheduler Status — Displays
scheduled reports if the report scheduler is

running. The report name, owner, and date/time
that the report began running display.

This helper is available in the Scheduled Reports
wizard and the templates display of the Setup
and Schedule New Reports wizard.

E Refresh Report List — Checks for any new
reports that were created or completed after the
lists were first displayed. If the window had been
idle for a while, any changes to the list will
display. Using this helper increases efficiency
and helps keep the desktop clean.

This helper is available in the Scheduled Reports
and Finished Reports wizards.

@ Select Tab Helper — Displays an alphabetical
list of tabs. Using this helper, you can quickly
jump to the tab you want to access.
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Overview

In this chapter, you will learn how to create new reports using the Setup
and Schedule New Reports wizard. You will also learn about Report
templates and the Schedule New Reports wizard tabs.

Setup and Schedule New Reports Wizard

The Setup and Schedule New Reports wizard is used to create a new
report.

Scheduling a New Report

1. Click the Setup and Schedule New Reports wizard. .

The Schedule New Reports wizard properties page appears.

2. Click OK to accept the defaults. The Display Templates Report
window appears.

3. On the Templates tab, sclect a template (or select a generic
Unicorn report from another tab) that you want to base the new
report on, and then click Setup & Schedule. The Schedule New
Reports window appears.

4. Define and format information to be included in the report using
the Basic Information, Selection Criteria, Sorting Criteria, and
Output Options tabs, and then click Schedule.

5. Determine when the report will run, and then click OK.

B
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Templates

When you use the Setup and Schedule New Reports wizard, the
Templates tab displays a list of reports based on generic Sirsi-delivered
reports that were modified and/or saved as templates by library staff. If
there are no report templates saved, the tab does not display.

el " Schedule New Reports - Display Template Reports M[=] E3
T EEE
=)
Tabs > Templates | Administration | Avthority )
Report Hame S0
Use the Added tem Labels — itemlakels {infal
& Date of Publication averagepubyr finfol
Advance ?ab fo — Average Price of Books Sverageprice {infol
. dlsp/ay Call Mumber Labels callabels (infa)
additional tabs Check Monfiling Indicators incdcheck {infal
Convert DISCARD kems cyvtdiscard {infal
Count Bound-with Call Mumbers boundwithcnt finfol
Court Call Mumber Records callcnt {infol
Court fem Mumbers ircnt (infa)
Court kem Titles titlecrit (infa)
Court tems itemcnt {infal
Court Titles catcnt finfol
Use the scroll bar Display tems by D dispitem (infol
to move to different Duplicate Flexkeys with Tile dupflexke Linfal }
parts of the window Duplicate Thles with Flexkeys duptitles (infol —
Edit Entire Database globaledi {infal
Extract Keys for Marc Expoart prepmarcexp finfol
ltem Statistics itemstat finfol
List Bibliography bibliogragby (infa)
List Call Mumber Recards callist (infa)
List Duplicate Call Mumbers dupcalnums {infal
List Entries from Catalog entrylist {infol
List Inventory by Eem Mumber ielist finfol LI
Seraie clse 2

You should save a report as a template under the following
circumstances.

e Ifthe report is needed one or more times in the future, but you
do not want it to run automatically at a specified date and time.

e If you want to run a series of similar reports, changing only one
or two selections or output options at a time.

20
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Schedule New Reports Wizard Tabs

Basic Information

' Schedule Hew Reports : Duplicate decisionlist H=] E3
Basic information ‘ Selection Criteria |Sorting Criteria | Output Options |
decisionlist

Report narre: |List Decisions

Description)a list of decisions.

Title: |Decision List

Footer: |

Schedule 1 Save Az Template 2

Every report has the same Basic Information tab. The following fields
may have default values, but they can be edited.

Report name

This name displays in the finished or scheduled report lists. If left
unchanged, it is also the name displayed in the new report or template
list.

Description

This field describes the report results. The default value describes the
report if it runs without making any changes to selections or output
options.

Title

The title in this field displays on the first line of each formatted page of
the printed report. The date and time that the report was produced
follows the title.

Footer

When used, this optional field displays on the last line of each formatted
page of the printed report. It can be used to record a date or range of
dates that a report covers.

]
September 2003 21



Unicorn Reports Training Guide

It's helpful to modify information in the Basic Information tab in a
multilibrary setting where multiple staff members are running the same
types of reports. Maria and Cherise, for example, run the List
Bibliography report on a regular basis, but set up their reports differently
for their respective libraries. Changing information in the Basic
Information tab makes it easier to distinguish reports from one another.

Selection Criteria

Making selections in this tab limits the amount of data that will be
output in this report. The List Bibliography report, for example, is used
to output information about bibliographic records in the catalog. Before
any selections are made in the Selection Criteria tab, the report is set up
to list every bibliographic record in the catalog. Because this is
impractical output, you should make selections to only output a subset of
all bibliographic records, for example—the output could contain all
records that have the word Halloween in the 650 tag of the bibliographic
record.

Keep in mind that it is not necessary to make selections in every
available field on the Selection Criteria tab.

Sorting Criteria

This option is available in some reports, particularly lists and notices,
when it may be beneficial to have various options for sorting report
results. To make sorting selections, you can use the Sorted by drop-
down list. The following Sorted by options, for example, are available
for the List Bibliography report.

e Author/title
e (Call number

e Title/author

Output Options

Based on available output options, the appearance and content of
Unicorn reports can vary significantly. Selections along with output
options are used to design a custom report to meet library needs.

Options in this phase of the report influence what information is
included in the printed report results and in what format. Most report
results default to include general information that can be expanded by
making more selections in the Output Options tab.
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Frequently Asked Questions

How do I save a report as a template to be used later?

1. Click the Setup and Schedule New Reports wizard. .

2. Select a report to be scheduled that is most like the report you
want.

3. Make any changes to the report.

" Schedule Mew Reports : Duplicate bibliography [ [Of =]
Basic information Selection Criteria | Sorting Criteria | Output Options |
Search String:@
Shadow:C Yes ® g C Both
—Title Selection
Format] [
Accountable:C ves Cl Mo
Review Ol Yes @ g
Date created Fo7/z4/2003
Created by @
Date cataloged, Eg
Date rodified) ]
Modified by: =
Fublication year, @
Mumber of libraries| @
Murnber of call numbers) @
Mumber of copies on order)| @
Number of fitle holds: #
Murnber oftotal holds: @
Shadowed: O ves Cino C Both
—Call Mumber Selection
Librarg[NTHS-EAST ]
Call numher range;| @
Class scherne; @
Mumber of copies|=0 @
Mumber of call holds; @ LI

4. Click Save As Template to place the report that you created into
the Templates tab of the Setup and Schedule New Reports
wizard.

5. After you save the template, you can schedule a new report,
display scheduled reports, or close the wizard.

Note You must schedule the report to run using the Setup and Schedule New
Reports wizard. The report template that you just created will not run without
scheduling the new report.

]
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Displaying Finished Reports

Overview

In this chapter, you will learn how to display finished reports using the
Finished Reports wizard. You will also learn how to verify reports and
remove, view, print, and e-mail finished reports.

Finished Reports Wizard

The Finished Reports wizard is used to view all reports that have been
run. You can view, print, e-mail, or save finished reports.

Keep in mind that users with public services or technical services access
can only view reports run by users with the same login, for example—
users with a CIRC login can only view reports run by users with a CIRC
login. System administrators can see reports run by any user regardless
of user access.

If a report is run that needs to be viewed by users with different user
accesses, the system administrator can modify the ownership of a report.
To do this, click Ownership on the List Finished Reports window to
open the Change Owner window. The Change Owner window allows
you to select a new owner option from the drop-down list of existing
user accesses.
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Displaying a Finished Report

1. Click the Finished Reports wizard. .

2. Scroll through the reports until you find the one that you want to
review, and then select it.

3. After selecting a report, you can use the View, Print, or Email
buttons to determine how it will be distributed. Use the check
box options to select the display of the log and/or results.
Determine whether the output should be displayed in Unicorn
format, and make any changes to the page format of the
document, if displayed.

4. When a report has been printed or e-mailed, you can review the
report again, display finished reports, or close the Finished
Reports wizard.

Notes
e Unicorn supports up to 2,000 finished reports.

e  You can use the Filter and Sort Reports helper to limit and sort the
display.

* You can use the Remove button to remove one or more finished reports
from the list.

e Although you do not have an option to download a finished report, you
can use the Save As option on the File menu of the program used to
view and/or print reports.

1
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Verifying Reports

Finished report

You should verify that all reports, especially required maintenance
reports, ran without error on a daily basis. If a report encountered an
error, notify your library’s Unicorn administrator.

Important Note If a required maintenance report has the status of
ERROR, do not remove the report from the finished list. The library's
Unicorn administrator will contact Sirsi's Client Care Center and take
recommended steps.

To verify that a report ran without error, follow these steps.

1. Click the Finished Reports wizard. .

The Finished Reports properties window appears.

2. Click OK to accept the defaults. The List Finished Reports
window appears.

" Finished Reports : List Finizhed Reports
™
Finished ‘
Report Hame Owner Completed Status
Serial Control Records SIRS| 7242003 16:05 Ol finfal
status ————HstBistograpy—————————#Ehi——————————Fo4eaaTiase Ok (info)
List Bikliography SRS T242003 1333 Ok (infa)
List Bikliography SRS T2420031329 Ok (infa)
List Bikliography SRS T42003 1326 Ok (infa)
List Bikliography SRS 724020031323 OK (infa)
List Bikliography SIRSI T2420031319 OK (infa)
Prirt Purchase Orders SRS Fi232003 16:05 Ok {infor
Load Flat Order Records SIRS| Fi23/2003 15:58 Ol finfal
Load Bibz with Order Info SRS TI232003 1547 OK (infa)
12 Serial Claim Transactions SIRSI Ti23r200311:32 Ok (infar
List Bookings SRS TI23200310:30 Ok (infa
Average Price of Books SIRS| Fi23/2003 9: 34 Ol finfal
¥12 Serial Claim Tranzactions SIRS| 7i21/2003 15:02 Ol {infal
Expire Holds SRS THE/2003,11:46  OK (info)
Expire Holds SRS THEZ003,11:40 Ok (infa)
Prepare GUI Standalone Data SIRS| FHSR200311:17 Ol {infal
Updste Select User Deling Sttt SIRSI THE2003 1050 Ok (infa)
Prepare GUI Standalone Data SIRS| TH5i2003.8:55 9.4 finfal
“iese 1 | | Email 2 | | Print 3 I |Rem0ve 4 I |Ownership §| | Close E I

=
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3. Note the Status column. There are two report statuses:
e OK - Indicates that the report was finished.

e Error — Indicates that the report was unable to finish. Do not
remove this report. If ERROR is displayed in the status
column, notify your library’s Unicorn administrator.

4. Click View. A View Finished Reports window appears.

" Finizhed Aeports : View Finished Reports Hi=] E3

Feport to view: List Biblingraphy

W Wi [og
W Wi result

| Format report

o1

5. Select or clear the options you want, and then click OK. The
selected finished report will open in WordPad or another
designated word processing program.

6. Scan report logs for the words “error” or “abnormally.”

You can use the word processing program's Find feature to search for
the word “error” or “abnormally."”

]
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Removing Finished Reports

The Remove option allows you to remove finished reports. You should
remove unneeded finished reports to recover disk space and reduce the
clutter on a weekly basis.

Guidelines
When removing unneeded finished reports, follow these guidelines.

e Remove finished maintenance reports, as well as unneeded
finished reports run by staff.

e  When removing finished required maintenance reports, retain
reports dated from the latest two days in the list. If subsequent
reports run in ERROR, the Client Care Center may want
information from the reports finished in the few days before the
error.

e Do not remove a maintenance report that is the subject of a
Client Care Center call until the call is resolved.

e Remove all finished reports that are older than two weeks.

'-"C-' If the results of a finished report will be needed in the future, you can
view the file, and then save it using your word processing program.

Steps

Important Note Once a report has been removed from the Finished List of
Reports, it cannot be retrieved again.

If a report has been viewed and is no longer needed, follow these steps to
remove it.

1. Click the Finished Reports wizard. .

The Finished Reports properties page appears.

2. Click OK to accept the defaults. The List Finished Reports
window appears.
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3.

Select the report you want to remove, and then click Remove.

The Remove Selected Reports window appears.

Finished
Report Hame Owner Completed Status
wUpdate Uzer Delinguency StatusSIRS! 2712003 12:55 Ok finfol
Update User Delinguency StatusSIRS! Si27/2003 12:55 Ok [infol
Updsate User Delinguency Statuss DM S/Z27r2003 9:05 OK finfa)
Updste User Delinguency StatusSIRS S/2612003 1255 OK infa)
Updsate User Delinguency StatusSIRS S/2E2003 1255 K infol
Update User Delinguency StatustChiM 5/26/2003 9:05 Ok [infol
johns templste SRS 82520031318  OK (infa)
Update User Delinguency StatusSIRS! S/2552003 1255 OK finfa)
Update Lser Delinguency StatusSIRS! S/2552003 1255 OK finfa)
Updsate User Delinguency StatustDIM 8/25/2003 9:05 K infol
Update User Delinguency StatusSIRE 52472003 12:55 Ok (infol
Update User Delinguency StatusSIRS! 5242003 12:55 Ok [infol
Update Uzer Delinguency StatussDIN 8/24/2003 9:05 Ok [infol
Update User Delinguency StatusSIRS! S/232003 1255 OK finfa)
Updsate User Delinguency StatusSIRS S/232003 1255 K infol
Updsate User Delinguency StatustDIM 8/232003 9:.05 K infol
Update User Delinguency StatusSIRS! 5/22/2003 12:55 Ok [infol
Update User Delinguency StatusSIRS! 5/22/2003 12:55 Ok [infol
Updsate User Delinguency Statuss DM 82272003 9:05 OK finfa)
Dietailed List of Overdues Bils SRS 8/21/200314:09 0K (infa)
Updsate User Delinguency StatusSIRS 82120031255 K infol
Update User Delinguency StatusSIRS! 5/21/2003 12:55 Ok [infol
Update User Delinguency StatustChiM 542112003 9:05 Ok [infol
Count Titles SRS B20/20031258  OK (info)
Count Tiles SRS B20/20031257 OK (info)
Court Titles SRS 82020031256  OK (infa)
Update User Delinguency StatusSIRE 5202003 12:55 Ok (infol
Update User Delinguency StatusSIRS! 52002003 12:55 Ok [infol
I hmAzta | loar Palimanameo Chatosi Fikdlikd SN0 Qns [al"s imfah

7 Finished Reports : Remove Selected Reports = 3

4.

5.

If you want to remove additional reports, select the check box of

each report you want to remove.

Click Remove. The Remove Finished Reports window appears.

7 Finished Reports : Remove Finizhed Reports

Report Mame: Update User Delinguency Status
Source: setdeling

Abstract:

SUGGESTED USES update users' delinguency status
SORTING nane
FORMATTIMG count of users with different status

Owner: SRS

Completed: Bi2TI2003,12:55
Status: Ok
Remove 1 | |Remove All 2| | Skip 3 | | Cancel 4

30
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6. Select the option you want. You have these options:
e Remove — Removes the report you selected.
e Remove All — Removes all of the reports you selected.

e Skip — Keeps the report on the list of templates, and on the
list of scheduled or finished reports.

e Cancel — Returns to the List Finished Reports window.

7. If you choose to remove the reports, WorkFlows returns a
Remove Result message indicating how many reports were
removed. Click OK to close the message.

" Finiched Reports : Remove Result  [[=] B3

1 report(s) removed.

]
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Finished Reports Review

1. How do I delete a report with a status of Error?

2. Maintenance reports like Add, Delete, Update Databases, should
be checked for errors on a basis.

3. Ifyour library was installed at V2000, when would you use the
Convert Reports wizard?

Answers

1. Do not delete a report with the status of error until after Sirsi's
Client Care Center has been contacted. A customer service
representative will guide you through steps to be taken.

2. Maintenance reports like Add, Delete, Update Databases should
be checked for errors on a daily basis.

3. Never. The Convert Reports wizard is used only on reports
scheduled using the character interface in Unicorn 98.2 and
earlier.

—_——
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Viewing Finished Reports

View Log

The View option displays a document with the specified log and result
selections. You can edit or reformat the report text, as well as print or
save it as an electronic file.

" Finished Reports : View Finished Reports [_ (O] x|

Fepart to view: List Bibliography

W Wiew log
W Wiew result

/| Format report

o 1

If the View Log option is selected, the results of the report will include
the log. The log is a detailed description of the formatting options used
and how the selection criteria affected the results. It provides
information such as how many records were selected at each step in the
selection process. Logs are helpful when first setting up a report, or
comparing the results of slightly different reports.

View Result

Notes

If the View Result option is selected, the primary text of the report
displays. Generally, you should always select this option.

Some reports, such as Count Users, are wholly contained within the log,
and an attempt to view a log-only report if the Log property is not
selected will return an error message.

The Sirsi default word processing program is WordPad, but this is
configurable using the Report wizard properties. You must Exit the
viewing application between reports or the most recently viewed report
will not display.

The default Log and Result settings carry over from selections made in
the Log and Result fields on the Properties page.
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Printing Finished Reports

The Print option allows you to print finished reports using a default
Windows printer or Unicorn system printer.

’ Finished Reports - Print Finished Reports [_ (O] x|

Fepart to print: List Bibliography

® P Print

C Systern Print |SYSTEM_PRI E
 Printlog

1 Print result

1 Farrmat report

o 1

PC Print

If you select this option and if the PC being used for reports has an
attached printer or is set up to have a default network printer, the report
will be sent automatically to the defined printer.

System Print

This option sends results directly to a Unicorn system printer selected
from the list.

Print Log

If you select this option, the print report will include a log. The log is a
detailed description of the formatting options used and how the selection
criteria affected the results. It provides information such as how many
records were selected at each step in the selection process. Logs are very
helpful when first setting up a report, or comparing the results of slightly
different reports.

Print Result

If you select this option, the printed report will include the primary text
of the report. Generally, you should always select this option.

]
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Displaying Finished Reports
S

Format Report

The Format Report option allows you to use the default formatting. If
this option is selected, an e-mailed report will reflect Unicorn-defined
formatting specific to each report, such as report headers, spacing, and
page breaks. In some instances, it might be helpful to print an
unformatted report to enhance readability or conserve paper.

Notes

e Some reports, such as Count Users, are wholly contained within the log,
and an attempt to view a log-only report if the Log property is not
selected will return an error message.

e For notice type reports, you must format the report to print the notice
text message.

e The Sirsi default word processing program is WordPad, but this is
configurable using the Report wizard properties.

_—
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E-mailing Finished Reports

The Email option sends a finished report to selected e-mail addresses.

* Finished Reports : Email Finished Reports M= &
Addr(aEsn;:{sl Reportto email:  List Bibliography
gadget ETFE > [#
1 Ermail log
1 Email result
i Format report
Email To
If the system is configured for e-mail, this selection sends the report
directly to an e-mail address or list of addresses. You can use the Email
Addresses gadget to enter addresses.
Email Log

When this option is selected, the e-mail recipient will receive results that
include the log. The log is a detailed description of the formatting
options used and how the selection criteria affected the results. It
provides information such as how many records were selected at each
step in the selection process. Logs are helpful when first setting up a
report, or comparing the results of slightly different reports.

Email Result

When this option is selected, the mailed results will include the primary
text of the report. Generally, you should always select this option.

Notes

o Ifthe report is a notice type report and you selected to e-mail notices to
users with e-mail addresses, the users entered in Email To field will
receive the entire report, including all users' notices. Individual notices
are automatically e-mailed based on the e-mail entry ID in the user
address of the user record.

e Some reports, such as Count Users, are wholly contained within the log,
and an attempt to email a log-only report if the Log field is not enabled
will return an error message.
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