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Overview

e Accessing, Running And Viewing Reports Through The
Cizer.Net Home Page (Cizer Portal) and Report Library
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Logging In And Updating Your Password

A Walk-Through Of The Home Page

Running And Viewing Reports From The Favorites List
Locating And Running Reports From The Report Library
Exporting Reports To Different Formats For Viewing, Printing
And Saving

Managing Your Favorites List
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Chapter 1: Accessing & Running Reports
From The Home Page & Report Library

THIS CHAPTER WILL COVER:
# Logging In And Updating Your Password
A Walk-Through Of The Home Page
Running And Viewing Reports From The Favorites List
Locating And Running Reports From The Report Library
Exporting Reports To Different Formats For Viewing, Printing And
Saving
@ Managing Your Favorites List
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LOGGING IN

1. Double Click the CNR icon on your desktop. You will see the following log
in screen.
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User ID: [

Password: |

Domain: |
Login =~ Reszet

Cizer Software Comaratian
Cepyright § 1996-2007 . Inc, &l rights reserved,

Patent Peading.

2. Your companyds Cizer. Net Reporting Admir
your permanent User ID and Password, but for the purposes of this
training class, please enter your information based on the example given
below. Enter this login information and click the Login Button.

e UserID: ( this field is not case sensitive)
e Passwod: ( this field is case sensitive
e Domain: (this field should be blank)
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UPDATING YOUR PASSWORD

The first time you log in, you will be prompted to update the pass word.
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PASSWIORD expired

Mew Password:
Confim Password:

Cizer Software Corporation
Copyright @ 1996-2006 , Inc. All rights reserved,

Patent Pending,

3. Enter the password you want to use, remembering it is case-sensitive.
4. Re-enter the password exactly, including the case.

5. dick the Save button.

6. Once you login, you will see the Cizer.Net Home Page (Cizer Portal
Interface).
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<@ v‘ 2] http://172.22.57.34/CNRIMyCizer asp
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| Live Search P~
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W & (83| @Poral X | £ Cizer Report Sever Admini...| |
I Home Logged In As: hunterr  Log Off

Global Libraries Show Detail | @ Help

D Reports This eval will expire on 9/30/2008 12:00:00 AM. Please contact Support for updated information. I
Report Environment

By Appn Line
@ Quick Query
@ Req_prd3

[§ @ Internet | Protected Mode: Off #100% ~
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The Portal page allows quick access to favorite reports, global libraries and report
building tools. Administration and folder management may also be accessed from the
portal screen if the user has been given these rights.

WHAT IS THE FAVORITES LIST?

Your most frequently viewed reports may be marked as Favorite Reports  for
convenient access. This list is personalizedfor each individual user of CNR, and it is
simple to add or remove reports from this list using a tool in the Report Library. Clicking
the Show Detail tool button at the top of the Favorites list will display any descrip tion
that has been added to the report definition stored in the Report Library.

Each Favorite Report is preceded by the icon of the CNR tool used to create the report,
e.g., the reports built with Report Builder are preceded by a red square to match the
Report Environment icon for Report Builder in the left navigation pane. Similarly, reports
built using Quick Query are preceded by a blue diamond. Should you have reports on
your Favorites list that were built in an external tool such as Microsoft Visual Studio,
those reports will be preceded by a green triangle.

‘€ Portal - Windows Intemet Explo
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Home Logged In As: hunterr  Log DFf
Global Libraries Hide Detal | @ Help
D Repoits This eval will expire on 3/30/2008 12:00:00 AM. Please contact Support for updated information.
Report Environment
By Appn Line (Company > Default > Requests > Department Repoits > Requested > Budget Book)
@ Quick Query
g Rea_prd3
1P - Appropriation Urit Line Summary
By Obiject Code: (Company > Default > Requests > Department Reports > Requested > Budget Book)
] req_obj3
1P~ Objzct Level Report
By Organization [Company > Default > Requests > Department Reports > Requested > Budget Book)
g Rea_ora2
APU - Approprition Unit Summary
Done [ € Intenet | Protected Mode: Off H100% ~
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RUNNING REPORTS FROM THE FAVORITES LIST

Running Reports with Parameters
1. ChooseReport from the Favorites list.

2. The Parameter Panel will appear.

Parameter Panel > Permit Revenue by District [Matrix)

©] Run Repot <@ Parameter Panel 2 Deployto RS [/ Designer

Date Paid: Start Date End Date
[01-01-2000 (5] [ 03-04-2008 |

Parameters are used singly or in combination to present ad-hoc data selection to the
user. This is an easy and quick way to ensure you have the right data in your report
every time you run a report.

There are several different types of parameters, depending on the type of data being
filtered. Work from top to bottom and enter the values you want.
@ Run Report : Runs the report.

<
ﬂ Parameter Panel : Restores the Parameter Panel to the default selections.

3. Click Run Report@ to run the selected report and view it on -screen.
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Permit Revenue by District (Matrix)

& Run Repot g Parameter Panel 2’ Deployto RS |} Designer

bl | 100% = | Find | Next | Select a format =] Export (& &
Permit Revenue by District
From: 01-01-2005 to 03-04-2008

Amount Count Amount Count Amount

District Total 2 $533.00 97 $32.684.00 111 $34 939.00
District Total 19 $665.00 34 $1.190 00 §12,214 00
District Total 12 $420.00 28 $980.00

District Total 12 $420.00 33 $1,155.00 $35.00

District Total 13 $455.00 45 $1.575.00
District Total 21 $735.00 21 $735.00

o|lo|=|lo|le

Here the icons will have slightly different functions:

& Run Report:  Refreshes the data in the report.
w Parameter Panel:  Returns to the Parameter Panel where you can select
different parameters. If there are no parameters in the report, selecting this icon
causes the report to refresh.

Expanding Reports with Drilldown

Only reports set to be Drilldown at the time they are created will display the
expansion capability when run in the viewer. Once it is created as a Drilldown
report, however, it will retain the drilldown capability when it is exported to Excel or
PDF.

The Report is defaulted to collapse the drilldown options when the report is run. Click
on the + to expand the data to view the report at the detail level rather than the
summary level. A table report or a Matrix report can be designed with Drilldown
capability.
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Permit Revenue by District [Matrix)

&1 Run Report g Parameter Panel 2 Deployto RS |/ Designer
bl | 100% = ] Find | Next Select a format ~| Export 2] = |
Permit Revenue by District
From: 01-01-2005 to 03-04-2008
00 00 00
Count Amount Count Amount Count Ameunt
@ N/A D ota 2 $583.00 97 $32.684.00 m $34.989.00
= Backflow 18 $630.00 30 $1,050.00 0
Backflowcomm 1 $35.00 4 $140.00 0
ercial b il
Building . &
iz Permit Commercial 0 0 6 $12,214.00
D ota 19 $665.00 34 $1.190.00 6 §12.214.00
= ond Permit 12 $420.00 28 $980.00 0
D ota 12 $420.00 28 $980.00 0
Q d D ota 12 $420.00 33 $1.155.00 1 $35.00
@ Fo D ota 13 $455.00 45 $1.575.00 0
o D ota 21 $735.00 21 $735.00 0

Printing Report from the Reporting Services Viewer

= Print the report by clicking the printer icon on the Reporting Services

Viewer toolbar (next to the data refresh button). This will take you to your

default printer dialog box for your normal Windows printing choices. If this is the

first time youdve printed, you will be aske
ActiveX control delivered by Reporting Services beforeyoucan pr i nt . Once t
on the machine from which the browser is being used, it will not appear with

subsequent print requests.
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