CRYSTAL REPORTS

This document will guide users through the basic processes of viewing and running reports
in Crystal SAP 4.1. This is intended for users who are familiar with Los Rios’ current
version of Crystal Enterprise. NOTE: The recommended browser is Internet Explorer

(IE).
Login with the following URL: https://reports.losrios.edu/BOE/BI

The login page will look like the screenshot below.

Enter your W+Emplid and Los Rios Password. ‘Authentication’ needs to be set to ‘Windows
AD’ as shown.

LOS RIOS
Crystal Reports

Enter your user information, and click "Log On".
If you are unsure of your account information, contact your system
adrninistrator.

System: |REPORTS-PROD:6400
User Name:

Password:

Authentication: | windows AD j

Log On |
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https://reports.losrios.edu/BOE/BI

Click on the Documents tab.
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The screenshot below represents a similarity to what the user’s screen will look like. The

user will only see the folders they have access to.

There are two ways to access reports:
1. Drill down on the folders.

2. Search for the folder by either a title name, a word in the title or by report name. If

the entire report name is not known, the beginning of the report name can be used

followed by an asterisk. Example: RCINS*

» A 7~ LOS RIOS
ﬁw @ : Eﬁ CRYSTAL REPORTS
Home | Documents
View » New - Organize Send More Actions ~ | Detais
My Documents Title » Type
- Fs Folder
™ Public Folders HR Folder
e IT Admin Reports Folder
L T MSC Folder
IT Admin Reports oA Folder
#1 Msc
1+ SA
If the folder location of the report is known, drill down on the folders. Example: To find
Instruction reports click SA, click Instruction, click report you wish to run/view.
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If the folder location is unknown, search for the report.
Searching can be accomplished by:
- Searching for a word in the report name. Example: Workload
- Searching on the beginning of the report number. Example: Instruction reports
begin with RCIN. If the following number of the report is unknown, add an asterisk
(RCIN¥)
NOTE: Adding asterisk to the beginning of the search does not work. (*RCIN)

There are two locations to search. There is a search box in the top right corner of the
screen or you can click on the Search link at the bottom left of the screen.
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Example 1: Searching by word in the report name.

. oA P LOS RIODS N e
n el “.l E CRVATAL REPORTE Veelooere: Shimnoskd, Pauls | soplorons ares i y
Hema | Documents |
View = New - Organe = Send = More Actiens + | Deinis AR IR
| by Documeres i —
| Fokse | W Focity Workload RONSIS
I F vty W b spen el tee
Cearch
L 1B | Toae Taughs Classes ACIH 3
Pty Soarch sy By The gurpose of thes report = 10 kst classes that Bne b ught by tes of more instnuioes. The nepon inchudes defaded meetng infirmaton i well 85 Instrucior assgrment tyoe, workboad b
e The purpose of his repart 1o ket clacses that soe Besng tught by Tws or mare nstnuctons. The recort inchucies datsiad mesting nfor=ston. s well 85 Instuctor ssegrmart tyoa, workdoad he
scation

January 9, 2018 Page 4



Example 2: Searching by portion of report number (RCIN*)

RCING0EA
o or specifiod torm.

You can View Latest Instance of the report or you can run it with your own parameters.
Click on the report and then click View and then View (to run) or View Latest Instance.

Search Results
Internaticnal Students Grades Letters RCINTC292

The purpose of the International Students Grades Letters is to notify International students who have received an F, NC, 1, IP grade fu

Otstance Ed Courses RCINSO262
Active clasces are lsted where CLASS NOTE NUMBER is: "0102" (Mybrid Class- Online/Classroom) or 0103 (Web Enhanced Class) or !
SA/INEtruct
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archive_do_not_delete (1

Rafresh Time

Faculty Workdoad RCINSO0S4
Foaculty Workdoad for specified term.

enrolimant and those that are cancelied.
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When you View Latest Instance the report will be displayed in the same screen, as a new
tab. To close the report, click the X on the tab.
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To run the report click View and the parameter box will pop up. If any of the parameters
are outdated you can enter the value yourself, following the same format in the dropdown
menu. If you do find outdated parameters please contact the help desk (help@losrios.edu)
so we can get them corrected.

Once you've entered the parameters and clicked OK, the report will run and display on

=
screen. You can then export @ and/or print ‘: the report.
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s Los Ros Community Cllege Disrct
RCINS 0054 V9
Faculty Workload Report
Report Parameters
Term: Fall 2017
By: Instrucior
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NOTE: We are experiencing some formatting issues with some reports. Some reports are
shifting to the left and are cut off when using the print icon. If you have an issue with
report formatting, when selecting the print option, you will need to export and print the
pdf.

Select the export icon.

v LOS RIOS
: O’& @ x @ CRYSTAL REPORTS
| Home | Documents | Faculty Workload RC... = = = |

@) #) 10F2539 |v|100% |~

«

I=hFaculty Workload RCINSO0S4
]

Report ID:
RC INS 0054 V9

Select PDF and click Export.

File Format:

Y

Page Range:

® Al Pages
§ ' Select Pages

From: | |
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Click the drop down arrow and click Save As.
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Navigate to the folder where you wish to keep the report. Below I clicked on Documents
and then click New Folder and created a folder called Crystal Reports. This will help to
keep track of the reports you’ve downloaded.
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Open the document.
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Some reports run for a long time and will not complete with the ‘View’ option. Or reports
are run with the intent of viewing them at a later date. To schedule a report you can either
right click on the report and click Schedule or select report and click View More and then
Schedule.
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Not all Schedule options are used. Below are the options that we use at Los Rios.
Click Recurrence. It defaults to Now. If you wish to set up some other recurrence click on
the dropdown menu and click your selection.
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Once
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Daily
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Print Settings | Calendar

Events
Schadulng Server Group

St
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Then click Prompt and Edit Values to set parameters.

Schedule - Faculty Workload RCINS0054

)
||
E v Schedule Prompts
| Edit Values...
i Instance Title ’
Recurrence Parameter Scheduling YValue
e Logon * Term [EMPTY]
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* Data_Only [EMPTY]
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Formats
Destinations
Print Settings
Events
Scheduling Server Group
Languages

Select or type in your parameters and click Ok.
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Click Formats and select your format from the dropdown window.
- Crystal Reports to view in Crystal Reports in report format (default)
- Excel is primarily used for those utilizing the data for analysis
- PDF and Word are used to view in report format and for save for later use
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Scheduling Server Group WML
Languages
:
o
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Email the report by clicking Destinations, click the dropdown window and select email.
Enter in the From and To fields. In other fields you can either fill in the fields or select
placeholders and click Schedule.
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