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1. Build your desired report in Simply Reports. Note the type of report you are creating, i.e.
the tab and sub-tab you’ve chosen at the top of the screen.

Invoices

Authorities | Serials

Orders | My Reports

Patron list reports| Patron count reports Patron statistical reports  Patron history reports

2. When choosing your date range as you create your report, do NOT use the Date Filters;
instead, USE the Relative Dates Filters. This is because the Date Filters are for a
concrete date range, such as “October 1 —31”. Should you choose to save and schedule
this report to run every month, it will always give you data just from October 1 — 31.
However, using the Relative Dates Filters, such as choosing “between 30 days ago and
the report run date”, will always give you data in the range from the run date and back 30
days. For example, if you schedule the report to run on the 1% of each month, you will
always get data current for the last 30 days.

3. Once you’ve created your report, click the Submit button, as usual. The report will
generate on your screen; however, do not Download it to Excel. Instead, beneath the
Download option, click the box for Save report parameters for later use. This box will
appear. Give your report a name, and a description if you wish, and click Save report
parameters. You are saving the parameters (columns chosen, filters chosen, etc.) of the
report.

Download report cutput

¥| Save report parameters for later use

Report name required

Report description  optional E save report parameters

Create patron record set from report results

4. Then you can click the Close window button, which will return you to the previous
screen.



5. To retrieve report parameters that you have saved, click the My Reports tab and the My
reports sub-tab. The Saved reports menu will appear.

Patrons | Patron Account ﬁﬂb Authorities | Serials | Funds [ Invoices My Reports

My reports| File maintenance Scheduled jobs

6. In the Saved Reports menu, select the TYPE of report you created, i.e. in step #1, |
created a report under the Patron list reports sub-tab, so this is the type of report I must
highlight in the menu now.

Saved reports

Select one or more report types

Patron account statistical reports
Patron count reports

Patron list reports

Patron statistical reports

»

PR

Help

7. Highlighting your report type in the menu will display all the reports you have created
and saved, of that type.

Select Report name Report description Creation date Last run date Creator Report type Actions
Patron Expirations 30/10/2013  30/10/2013  plskwiebe Patron list reports [ pglete || Edit

[ Schedule reports H Run reports

8. If you decide you no longer need the report parameters that you saved, you can click the
Delete button. If you decide you want to change some of the columns you had set up in
the report’s parameters, you can click Edit. However, the Edit option is quite limited —
you cannot change any Filter setting or any Date range setting that you had set up.
Usually, if you are not satisfied with the parameters you have created, you will need to
delete the saved report parameters, and re-create and re-save your report.



If you are happy with your saved report parameters, you can choose to run the report
whenever you need to by clicking the Run reports button. The display will say execution
complete To download this report click here. Click “here” and choose whether to open or
to save; if you choose open the report will display in Excel.

Selected reports

Report number

Report name Report description

015

Patron Expirations

Execution summary:

Report Number: 915  Patron Expirations [execution complete To download this report click here

10. From the screen in #7, you may also choose to schedule regular run dates of the report by

clicking the Schedule reports button. The Schedule jobs menu will appear. You must
give the schedule a name, which can be the same name as what you saved the report
parameters under, if you wish. Entering a description of the schedule is optional. Choose
the start date for the schedule. You may leave the schedule’s expiration date blank. Then
select how frequently you want the report to run. If you choose monthly, it is
recommended to choose to run the report on the 1% day of each month. (You cannot
select for the 29™, 30™, or 31%, as not all months have that many days. Click the Save
schedule button.

Schedule jobs

Report number Report name Report description
015 Patron Expirations

Schedule name (required) Patron Expirations

Schedule description (optional)

Schedule start date I0/10/2013 i
Schedule expiration date (leave blank to never expire) i
Schedule Options Hour Minute
[] Run one time on (date) i At

[7] Run weekly on (day of week) At :

Run monthly on the (day of month) 1 [=] At FETN(~] : |00 [~]
[] Run daily At :

[ Save schedule ]




11. This message will appear.

Your schedule named: Patron Expirations has been saved. This schedule will run 1 reports.

12. To retrieve report schedules that you have set up, select the My Reports tab and the
Scheduled reports sub-tab.

Patrons | Patron Account Authorities | Serials Orders

I

My reports File maintenance | Scheduled jobs ‘

13. The Scheduled jobs menu will appear. In step #10, the report was scheduled to run
monthly, so | must click Monthly schedules in the menu. This will display all of the
reports that you have scheduled to run monthly. Clicking on the + sign to the left of each
scheduled report will provide a little more info. You can delete a schedule once you no
longer need it to run, or you can edit a schedule to run at a different interval.

Scheduled jobs
Daily schedules -
Weekly schedules C
Monthly schedules 1
One time schedules ha
Help
View Name Description Pattern Created Status Begins Last run Actions
[+] Patron Expirations None Runs once a month on day 1 at 02:00 30/10/2013 Never been run 30/10/2013 Never run [ pelete | [ Edit
View Name Description Pattern Created Status Begins Last run Actions
[=] Patron Expirations None Runs once a month on day 1 at 02:00 30/10/2012 Never bean run 30/10/2013 Never run [ pglete | [ Edit
|Report number Report name Report type last run date
|915 Patron Expirations Patron list reports 30/10/2013

14. To view the data that was generated when a report was run, select the My Reports tab and
the File maintenance sub-tab.

Patron Account

Invoices | Orders

Scheduled jobs

My reports] File maintenance




15. The File maintenance menu will appear. Here you can view a number of things:

a. Click Ad-Hoc reports files to see a list of reports you have created and generated,

but did not save or schedule, such as one-offs.

File maintenance {Click on the file name to open the file)
Select a file type |E|
Select a filz type

Saved reports files
Scheduled rts fil
cheduled reports files Help

It is a good idea to purge this list every six months or so to keep it uncluttered.

File maintenance {Click on the file name to open the file)
Ad-Hoc reports files |E|

[] select all

Select File name Creation date File size
[ ItemLists_325769.xls 04/09/2013 1789075
& Itemnlists_383392.xls 06/08/2013 2603

[ ItemLists_433731.xls 24/09/2013 99040
[] ItemLists_437885.xls 06/08/2013 45109
] ItemLists_438320.xls 06/08/2013 1184

[ Patlists_157095.xls 30/10/2012 189

[ Patlists_195133.xls 17/09/2013 809

[ Patlists_289586.xls 30/10/2013 1559651
[ Patlists_436044.xls 17/09/2013 48565

[ PatLists_447954.xls 30/10/2013 300

[ Delete selected files ] [ Help ]

Clicking the file name of an Ad-Hoc report will display the data that was

generated when the report was run. The data displays in Excel format.
Creation date is the date the report was generated.

The



b. Click Saved reports files to view a list of saved reports that you manually selected
to Run. The Creation date is the date the report was run. Clicking the file name
of a Saved report will display the data that was generated when the report was
run. (The run date also appears in the file name.) The data displays in Excel
format. You can delete previous runs if you only want to keep the data from the
most current time you chose to run the report.

File maintenance (Click on the file name to open the file)

Saved reports files |E|

Select a file type
Ad-Hoc reports files

Scheduled reports files Creation date File size
[l Patron_Expirations_1_11 2013 13 58 33 xIs 01/11/2012 181

[l Patron_Expirations_30_10_2013_12 23 0_.xIs 20/10/2012 300

[ Delete selected files ] [ Help ]

c. Click Scheduled reports files to view a list of reports that have automatically run
from a schedule you set up. The Creation date is the date the report ran. Clicking
the file name of a Scheduled report will display the data that was generated when
the report ran. (The run date also appears in the file name.) The data displays in
Excel format. You can delete previous runs if you only want to keep the data
from the most current time the report was automatically run.

File maintenance (Click on the file name to open the file)

Scheduled reports files|z|

Select a file type
Ad-Hoc reports files

Saved reports files
Scheduled reports files Creation date File size

= Patron Expirations_10_30_2013_16_30_1_.xls 30/10/2013 397
= Patron Expirations_10_31 2013 0 _0_5_.xls 31,/10/2013 292
[l Patron Expirations_11_1_2013_0_0_52_.xls 01/11/2013 181

[ Delete selected ﬂl.es] [ Help ]
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