Report Distribution Tool (RDT) Upgrade V2.0

I The Report Distribution Tool (RDT) is going through a technical upgrade which will
niro result in new and enhanced features.

This job aid is intended to highlight only the new features that will be available once the
Report Distribution Tool (RDT) upgrade takes place. The new features that are being
covered in this job aid include:

The Refresh Button

® The ability to refresh the RDT has been enhanced. When the refresh button is
clicked, any new reports that have been archived since you logged on will
appear, without having to log back in.

Downloading reports as PDF

e Reports can be download as PDF files and then printed from your PDF
reader.(Acrobat, Preview, etc.)

Enterprise Folders
e Users can filter the reports they want to view.

e Users can create their own folders similar to Windows Explorer to store your
reports.

Emailing of Reports
e Users can email any of the reports they have access to in the tool.

Selecting Multiple Reports
e Users can now select multiple reports for printing or downloading.

An explanation of new and existing buttons and navigation tools is also included at the
end of this job aid.

The Refresh Button

@ The Refresh button allows users to refresh the RDT automatically from within the application.

Refreshing the RDT lets users access the RDT database for any reports that have been run and
archived during their active session. Users are no longer required to log out and back in to the
RDT in order to refresh their view.

Downloading reports as PDF
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|ﬁ The Download Pages button allows you to download reports to your PDF viewer, giving you
more control over printing reports. To do this:

1. Click Download Pages button

2. Select All pages.

3. Select Download All Data as PDF.

4. Uncheck Compress into ZIP.
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Click .
If you're asked what you want to do with the PDF file, choose open with your PDF viewer

such as Acrobat or Preview and check ‘Do this automatically’.
7. The report should now be viewable in your PDF reader at which point you can print, e-mail
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or save it.

Enterprise Folders

Enterprise folders allow users to create their own folders to separate out just the reports they want
to view. Enterprise folders can be used:

1. Tofilter reports that are accessed on a regular basis to have them all organized in one
location OR

2. Tofilter reports that are accessed only occasionally to avoid having to remember the
navigation

Note: When Enterprise folders are created, they are saved locally on the user’s C drive by default.
As a result, if a user accesses the RDT from a different system after creating Enterprise folders,
they will not see them on the second system.

Caution: Enterprise Folders are not available to Mac Users.

Tip: For users that may use multiple systems on a regular basis, users can click on the

af:
Preferences icon/button within the RDT and change the Enterprise Folder location from local
C to a network location. If you need help with changing this setting, contact your Help Desk.

The following is a description of the icons/buttons associated with Enterprise Folders:
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e Create an Enterprise Folder. Click on this icon/button to create an Enterprise Folder.
This folder can be renamed as needed. Subfolders can also be created much like Windows
Explorer. (Enterprise view musty be selected to use this feature. See example below)

x Delete Enterprise Folder or Content. Click on this icon/button to delete either the selected
Enterprise Folder or selected file(s) within a folder.

L
@/ Copy Content to Enterprise Folder. Click on this icon/button to add content to the
selected Enterprise Folder.

=
L.:ﬁ’ The Move Content Icon. Click on this icon/button to move content from one Enterprise
Folder to another.

Example:

:\_/jEnterprise View

%FS Product Test

g_}IFS Froduct Test - Mobius Auth
EHEYFS Test - MARCUS

EHEYFS Test 350

E ﬁ My Reports

. Bl raroll PAYROLL ERROR MESSAGES
- Bl TLoos UNAPPROVED TIME REFORT
. EHgiTLo0? TIME & LAEOR ERROR MSGS REPORT

'ﬂET.TI'IEEI-I?Dl EMPLOYEE VERIFICATION

In the above example an Enterprise Folder called “My Reports” has been created and
populated with specific reports unique to the user’s needs. Additional Enterprise Folders
could also be created to further organize reports as needed.

Note: Users can also right click on the content within an Enterprise Folder and (1) change the
report title and/or (2) specify the version of the report ID to be viewed.
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Emailing Reports
f_| Users will now have the ability to email any of the reports they have access to in the tool.

1. With the report selected, click on the Email icon/button iJ to open the email wizard.

‘A DocumentDirect for the Internet E-mail Wizard - Microsoft Internet Explorer ‘ZHElEl

E-mail pages from this docmment using the following options:
Server:  FS Product Test
Eeport: UTMGLT062
Version: Jul 20,2006 4:09:56 PM
Section: YW100000100

Select the pages to include in the e-mail

Page O Al
C Cusrent Section
@ Current Page

Opwn[ o[l ]

Select your preferred delivery method

Ty © Local E-mail Program

by Direct. Cormect lirks can e senr.

@ application Jerver E-mail
;‘;m- O Direct Connect Link
® Attachment

Attachment
e [UMGL7 062

arm

@ @ (7

&] @ Trusted sites

2. Specify the pages to be sent and the delivery method.

3. Click on the Green Right Arrow to move to the next step.




2l DocumentDirect for the Internet E-mail Wizard - Microsoft Internet Explorer

The e-mail will be created and sent by the Application server.
The docmment will be included as an attachment.

Select the format for the page(s)

-

Enter e-mail recipient information (separate addresses with semi-colons)

Ml 4o |sh\nnd@umassp edu |

o | |

Subject |FS Product Test, UMGLYO0R2 | 200607 20160956, W100000100 |

Enter your e-mail address

Reply to |sh|nnd@umassp edu |

& © @ o

@ Dane @ Trusted sites

Specify the format for the report to be sent in.

Enter the email address(es) of the recipient(s). Note: Full addresses should be entered
separated by semicolons.

6. Click on the Green Right Arrow to move to the next step.

A DocumentDirect for the Internet E-mail Wizard - Microsoft Internet Explorer _”ENX|

DocumentDirect for the Internet will send an e-mail containing
an attachment.

Mame of Attachment: UMGLTO062.

Primaty recipient addresses: shlood @umassp.edu

Additional recipient addresses (CC):

Subiect: F5 Product Test, UMGL7T062 , 20060720160956,
W100000100

Add fhe essage of your email in fhe fdd hdow

Here iz the report you were requesting.|

Click the Envdope hutbon to send your ernail

@j & Trusted sites

7. Enter a message as needed.

8. Click the Email icon/button i—J to send

Note: Users must be mindful of any attachment size restrictions that may be in place at each




campus so as not to cause load issues for the mail server.

Note: This method of emailing does not go through the campus mail server. As a result, a record
of the message being sent will not appear in the sender’s email.

Tip: In order to keep a record of reports sent, email the report to yourself first and then forward the
message from your email client from there.

Selecting Multiple Reports

Users can now select multiple reports for printing or downloading.
By using Windows type commands (Mouse Click + Ctrl key), multiple reports or sections can be
selected for Quick Open, Printing, or Download

1. Simply click on the first report to be selected. Hold down the Ctrl key and click on the
second report, etc.

2. Once all of the reports have been selected, click on the appropriate icon/button to Quick

[~ = [ B
Open ““g , Print i"':} or Download |ﬁ the reports.

Note: Selecting the Print option brings up a pop up menu. To avoid problems with
Printing, users should add *.umassadmin.net to the trusted sites for pop ups within your
internet browser. Contact the helpdesk for help if needed.

Tip: You can also right click with the reports highlighted to get the same options as shown
below
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Tip: Click on the Preferences Icon to change how reports are opened. Once
opened, select the “Display documents in a new window” checkbox to have reports opened
in separate windows.

I @]

I” Display documents in a new window

[ Hide document servers in the Explorer tree

Specify where personal folders are stored

Location: |jncumems and SettingsUtrainor

Q%0




Icon and Navigation Descriptions

The Refresh Icon. Allows users access the RDT database for any reports that have
been run and archived during their active session. Users are no longer required to
log out and back in to the RDT in order to refresh their view.

The Create Enterprise Folder Icon. Click on this icon/button to create an Enterprise
Folder. This folder can be renamed as needed. Subfolders can also be created much
like Windows Explorer. (see example below)

The Quick Open Icon. Click on this icon/button to open selected report(s).

The Delete Enterprise Folder or Content Icon. Click on this icon/button to delete
either the selected Enterprise Folder or selected file(s) within a folder.

The Copy Content Icon. Click on this icon/button to add content to the selected
Enterprise Folder.

The Move Content Icon. Click on this icon/button to move content from one
Enterprise Folder to another.

The Print Icon. Click on this icon/button to printer selected report(s).

The Download Icon. Click on this icon/button to download selected report(s).

The Search Icon. Click on this icon/button to search for specific content/reports.

The Preferences Icon. Click on this icon/button to change basic user preferences
(location of enterprise folders and change how reports are viewed.)

The Help Icon. Click on this icon/button to access the help feature of the application.

WAXE B

B FS Test 550
EHEYHR Product Test
BHE test

*CIick here to scroll right to see
additional icons

@ Click here to scroll left to see
additional icons

kﬂ Click here to hide the
navigation window

Click here to narrow the

naviaation window.

é—*—‘ Click here to resize the
2y Navigation window.




FOR MAC USERS ONLY

Safari 2.04 e There are no Print buttons in the Safari window so the reports should

[k
be download as PDF by clicking the ‘download pages’ button Iﬁ and
printed from a PDF Reader as explained above in the ‘Downloading
Reports as PDF’ section.
* Viewing the page in this way, the user can click on the Print button
from Acrobat Plug-in
e There are a number of buttons not available in the Safari browser.
Safari Buttons:

e  Previous Document ¢ View/Hide Page Notes

e Next Document e Find

* Previous Page e Find Next

e Next Page e Change View

e Download Pages e GoTo

e Email Pages e Format Page

e Close Document ° Helﬁ.
Netscape 7.01 ® Mobius print button is now displayed for these browsers.
Netscape 7.02 e |f printing a landscape page, the page will get cut off.

e There is no way to choose page orientation for printing, so landscape
reports should be downloaded as PDF by clicking the ‘download
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pages’ button |ﬁ and printed from a PDF Reader as explained
above in the ‘Downloading Reports as PDF’ section.

Netscape and Firefox Browser Buttons:

Firefox 1.5.07
Firefox 2

* Previous Document

e Next Document e View/Hide Page Notes

* Previous Page e Find

e Next Page ¢ Find Next

e Print e Change View

®  Quick Print e GoTo

e Download Pages ¢ Rotate Counter Clockwise
e Email Pages * Rotate Clockwise

¢ Close Document e Format Page

[ ]

Help




