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Purpose

About this guide

This guide tells you how to set up and use BadgerNT’s ReportSCHEDULER,
which is an edition of ActivitySCHEDULER designed exclusively for scheduling
Crystal Reports.

Structure

This guide contains the following chapters:

Chapter 1: Introduction gives an overview of ReportSCHEDULER and its
uses.

Chapter 2: Installing ReportSCHEDULER tells you how to install the
software on your computer.

Chapter 3: Installing Crystal Reports run-time tells you how to install the
run-time version of Crystal Reports on your computer.

Chapter 4: Configuring ReportSCHEDULER describes how to set up email
facilities to allow you to send reports by email. It also tells you how to
configure the Web interface to the product, if you are licensed for this facility.

Chapter 5: Using the Report Wizard tells you how to generate and prepare
reports ready for scheduling.

Chapter 6: Using the Policy Manager tells you how to use the Policy
Manager to schedule and run your Crystal Reports.
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Need help?

If you have questions about ReportSCHEDULER, or encounter any problems
when using it, please contact your supplier or the BadgerNT Service Desk for
assistance.

BadgerNT Service Desk staff are better able to help you with a problem if you
have all the necessary information at hand. Therefore, before you report a
software problem, please make sure that you have recorded the following:

e The ReportSCHEDULER software version.

e The operating system and version that is running on the computer where you
have installed ReportSCHEDULER.

e Any operations that you were attempting to perform before the problem was
reported.

e The exact error messages that appeared.

BadgerNT Service Desk staff may ask you to send them copies of the
ReportSCHEDULER log files and screen shots that could be relevant to your
problem.

You can check for error messages from ReportSCHEDULER by using the Event
Viewer to view the Application log.
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Introduction

ReportSCHEDULER is a special edition of BadgerNT’s ActivitySCHEDULER,
designed to make it easy for you to run Crystal Reports on schedules of your own
choice. You do not need to be familiar with ActivitySCHEDULER and its
components, other than those described in this book.

ReportSCHEDULER is supplied as a download executable file that you can
unlock and run to do the following:

e Install ReportSCHEDULER
¢ Install the run-time version of Crystal Reports

e Configure ReportSCHEDULER’s email facilities. Once you have purchased
the relevant option, you can also configure the product’s Web interface
(provided that you have IIS).

When you first download ReportSCHEDULER you are automatically assigned a
demonstration license, which allows you to use the product for 30 days. At any
time from then, you can upgrade to a trial license or a full product license. If you
purchase a full product license you also have the option of including the product’s
Web interface.

In order to prepare your existing Crystal Reports for scheduling, all you need to
do is to collect them in a folder that ReportSCHEDULER can access, then use
the supplied Report Wizard to prepare them for scheduled running You can then
define and activate schedules for individual reports in the Policy Manager.

By default, ReportSCHEDULER looks for report definitions in the \Reports folder
of your installation folder (typically c:\Program Files\Bnt\Reports) but you can
redirect this search to any accessible folder on your computer.
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Reports can be scheduled to run in several ways:

e According to a daily, weekly, monthly, yearly, or custom calendar
e At fixed intervals during the day

¢ On an ad hoc, manual, basis

You do not need to be familiar with ActivitySCHEDULER, or its terminology and
components, before using ReportSCHEDULER. However, you may feel that you
need to learn more about ActivitySCHEDULER in order to understand some of
the more advanced features of the Policy Manager, for example. In such cases
you should consult the relevant manuals in the ActivitySCHEDULER
documentation suite, which are available from the BadgerNT Members Area,
once you have purchased the product.

Note that you cannot install ReportSCHEDULER and ActivitySCHEDULER
together on the same computer, but you can upgrade from ReportSCHEDULER
directly to ActivitySCHEDULER whenever you wish.
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Installing ReportSCHEDULER

This chapter takes you through the window sequence displayed when you install
ReportSCHEDULER.

Your first installation will use a demonstration license, which will be created
automatically during the installation sequence; it will allow you to use the product
for up to 30 days. You can upgrade to a trial or full product license at any time.

By default, ReportSCHEDULER will create its database using Microsoft Access —
you do not need any additional software. However, note that if you need to use
Oracle or MSSQL, then you must create the database and ODBC connection
before you start to install ReportSCHEDULER. Contact the BadgerNT Service
Desk for details.

Starting the installation procedure

ReportSCHEDULER is provided as a downloaded file, redownload.exe. When
you run this file you will first be asked to confirm that you have your installation
password ready - this will have been emailed to you after the download.

You cannot continue without this password, which you will be prompted to enter
on the next panel:

Password x|

Thiz ingtallation is password protected. Please enter
the installation pazsward into the field below,

Passwiard:

Prass the OF. button ta cantinue.
Press Cancel to abort the installation.

el _|
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Enter your password and click OK. You will then be asked whether you want to
read the product User Guide (this document).

When you are asked whether you are ready to install ReportSCHEDULER, click
the Yes button and proceed as described below. Note that, if you are not logged
in as Administrator, you may be asked to confirm that you have Administrator
privileges.

The installation sequence

The first window that you will see is shown below.

42 ReportSCHEDULER ¥4.0-9 Setup : by

Welcome

Thiz ingtallation program will install ReportSCHEDULER %/4.0-9.
ReportSCHEDULER iz the Cryztal report-gcheduling edition of
ActiviySCHEDULER.

\J This is & new inztallation.

RE"port Frezs the Mest button to start the installation. Y'ou can press

the Cancel button now if wou do not want to instal
ReportSCHEDULER %4.0-9 at this time.

< Back

LCancel |

If the installation program discovers a previously installed version of
ReportSCHEDULER on your computer, you may be asked to close any
components that are still open before continuing. You are recommended to close
all Windows programs before installing ReportSCHEDULER.
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Click the Next button to display the window below:

the specified drive.

;';.é'-_ ReportSCHEDULER ¥4.0-9 Setup
Destination folder
Thiz iz the folder where BeportS CHEDULER %4.0-9 filez will be
install=d.
Do nat change the folder if you have any other Badgerd T
| products inztalled.
A negative number for "Free Disk Space After Install” indicates
REPOﬂ that there iz not enough disk space ta install the application to

C:%Program FileshBrt

Current Free Dizk Space: 300305483 I
Free Disk Space After [nstall: 3007F07T ke
< Back | Mext > | Cancel |

Either accept the offered default folder, or click the Browse button to select an
alternative. You are recommended to retain the C:\Program Files\Bnt folder as

the destination, but you may choose a different location if necessary. Check that

there is a comfortable amount of free disk space available on the chosen drive.

Click the Next button to continue.

Chapter 2: Installing ReportSCHEDULER
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Entering database details

12

When you continue through the installation procedure, you are first prompted as
follows:

¢2 ReportSCHEDULER ¥4.0-9 Setup x|

ReportSCHEDULER database

RepotSCHEDULER requires a small databaze. This can use
Access, SOL Server or Oracle, using an ODBC driver .

ReportSCHEDULER will not run until you have set up the

databaze comectly.

Touge Oracle or SOL Server, you must create vour database,
Report with an ODBC. data source name "BNT Scheduler DB BEFORE

runking this inztallation. If you have nat done this, CAMCEL this
installation niow.

To uze Access [vou don't need the full product). this installation
will dizplay the appropriate ODEC screens for you to create the
data source, later in the setup process.

¥ Create ODEC data source for Access in this setup

< Back Cancel |

Leave the checkbox turned on, unless you need to use Oracle or MSSQL and
you have already created the database and an ODBC connection named
Bnt Scheduler DB. Click the Next button to continue.

You will be prompted to confirm your choice, as shown:

ReportSCHEDULER ¥4.0-9 |

i

9 vou have specified to create the
o ODBC data source for an Access
database.

Ifwou hawve already setup a
database for Oracle or SOL Senver
and created the ODBC data source,
wiou should de-select this option.

Ok to create an Access datahase?

Click the Yes button to proceed to the ReportSCHEDULER User window, shown
and described in on page 13.
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If you have specified that you will be using an Oracle or MSSQL database you
will next be shown a Database Authentication window that asks you to confirm
the user name and password that were defined when the database was set up.
Check with the BadgerNT Service Desk if you have any problems here — the user
name and password for an Access database are both scheduler.

Specifying the first user

The next window prompts you to enter information about the first user of
ReportSCHEDULER:
;,".é'-_ ReportSCHEDULER ¥4.0-9 Setup 5'

ReportSCHEDULER user

Enter the name and password of the first user of
FeportSCHEDULER. Enter a domain name if appropriate for this

pazzword. Uze this uzername when vou first logon to
FeportSCHEDULER.

d D'omain I

Report ser name IEIwner

Email addr |

Password |

Repeat |

J Presz to enter passwords in clear text

< Back | Mext > I Cancel |

Any default values shown here will be taken from the current session. However,
you may replace these if you wish to nominate a different user as the first and
main user of the product.

o Enter a domain name in the Domain field if this is appropriate to the user and
password — you will be prompted to confirm any value that you enter here.

e The User Name must be a Windows user name with sufficient privileges to
run the reports.

e The Email Address that you enter here will be used as a default address for
some error and information messages produced and sent by the system.

e The Password and Repeat Password entries must be identical, and must be
the same as the specified user's Windows password. These field values will
normally be shown as strings of asterisks, for security reasons, but if you
wish you can click the “Press to enter...” button to display the passwords
clearly as you type them. This button acts as toggle; note that the password
fields are cleared whenever you click this button.
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Click the Next button to continue. If you did not enter a domain name you will be
prompted as shown:

ReportSCHEDULER ¥4.0-9 ]

o 1 “vou have not specified & domain

\..“\/ name.

If wou will be logging on to
ReponSCHEDLILER from & domain
{i.e. the password you entered is the
domain password rather than yaur
local password). you must enter &
domain name.

Enter a domain name?

Either click No to proceed, or Yes to return and amend the previous window.

Performing the installation

The next window that you will see is as shown below:

£2 ReportSCHEDULER ¥4.0-9 Setup x|

Shortcuts for all users?

IF appropriate, this installation program will create shortcuts in
waur Start | Pragrams menw. Do vou want these shortouts ta be
available to all uzers logged on tao this computer?

Report £ M, juzst Adriniztatar

“Would pou alzo like the shortouts on pour desktop?

v Shartcuts on desktop

< Back | Mext > I Cancel |

If you do not want other users to be able to use ReportSCHEDULER shortcuts
from the Programs list on the Start menu, leave the No radio button turned on.
Otherwise, if you want these shortcuts to be seen by anyone logging in to the
computer, then turn on the Yes radio button.
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If you also want a set of ReportSCHEDULER shortcut icons to be added to your
desktop, turn on the Shortcuts On Desktop checkbox.

The next window that you will see is shown below:

42, ReportSCHEDULER ¥4.0-9 Setup |

Ready to install

'ou are now ready to install ReportSCHEDILER %4.0-3.

Ay existing BMT services will be stopped to allow installation of

the new software. If there iz a prablem when stopping a service,

wou will be informed that the MTService utility will be uzed to stop
| the zervice and fix the problem.

All appropriate services will be re-started at the end af the

He pOl""t installation,

Press the Mest buttorn to begin the installation or the Back button
ta re-enter the installation information.

< Back LCancel |

This is your last chance to backtrack through the previous windows and change
any of the data you have entered so far. When you are ready to continue, click
the Next button to start the installation.

You will be shown a series of messages as the installation proceeds, telling you
which actions are being performed during the set-up process. If this is a new
installation, and you turned on the checkbox on the ReportSCHEDULER
Database window to create a Microsoft Access ODBC data source, the
installation will be interrupted with the window sequences shown and explained in
the following sections. Otherwise, if you have already set up the database, skip
the next section and proceed as described in on
page 18.
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Setting up a Microsoft Access database within the installation sequence

The first prompt in this section of the installation sequence is as follows:

Creating Access Database

On the '0DBC Microsoft Access Setup' screen
press the 'Create...' button. On the 'Mew
_

[ratabaze' screen, enter a filename, e.g.
‘zcheduler_db.mdb' and press OK. Press DK

an subsequent windows to return to the
installation.

This window will remain on display as a reminder throughout this part of the
installation sequence. It will first be accompanied by the window below:

ODBC Microsoft Access Setup

[Data Source Mame:

Description: RepotSCHEDULER database

Cancel |
— Database

Databaze: C:\Program FileghBnthScheduler DB

Help
Select... | Lreate. .. | Bepair...

Compact... |

Advaticed...

i

— Syztem Databaze

% Mone

" Database:

System Database, |

Optiotes >
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As shown, the data source name and description have been entered already.
Click the Create button in the Database area of this window. You will be
prompted with this window:

Mew Database x|
D atabaze Mame Directarnies:
. mdhbf o Abnthscheduler db

Cancel
ﬂ = ch ;l —l
== Program Files H
el |
[~ Brt oEh
B= Scheduler DB — Eormat
% Yersion 4.x
7 Wersion 3.8
 Wersion 2.x
— Options
[ System Database
[ Encryption
Locale Drives:

General b = o HP_FAVILION - Metwork. ..
| ] | [ | |

In the Database Name field enter a suitable filename for the database, such as
Scheduler_db.mdb. Accept the default installation folder

x:\Program Files\Bnt\Scheduler DB, and click OK. If no database with the same
filename already exists, you will be sent a message telling you that one has been
created according to your specifications; for example:

ODBC Microsoft Access Setup ; 5[

\l) Database Ci\Program Files\BnkyScheduler DBYScheduler_db.mdb was successfully created

However, if a database with the same filename does exist, you will instead be
prompted to confirm that you want to replace it.
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Click OK to return to the ODBC Microsoft Access Setup window with the
database file path displayed in the Database area; for example:

ODBC Microsoft Access Setup

Data Source Mame: IBNT Scheduler DB

\_I:
ix

Advanced...

Description; IHeletSCHEDULEH databaze
Cancel |
— Database
Databaze: C:h. \BntsScheduler DBYS cheduler_db.mdb Help |
Select... | Repair... Compact... | |

— System Databaze

% Mone
" Database:

System Database, |

DOptiotg: > |

Click OK to continue the installation sequence and initialize the database.

Completing the installation

When the ReportSCHEDULER database has been initialized successfully you will
be prompted as follows:

ReportSCHEDULER ¥4.0-9 New database

ﬁ.

® 4 The RepontSCHEDULER database was initialized
‘\n) successully. Do you want to view the log?

o

This log file will subseguently be availakle in:

CAProgram
Files\BrtiSchedulenSglCmd_2007-08-28_09-14-28 log

Mo |
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If you click the Yes button you will be shown the log in Notepad.

Note that you will be shown the log automatically if the system fails to initialize the
database for any reason. You will need a copy of this log if you consult the
BadgerNT Service Desk for help — as shown on the previous prompt window it is
held in x:\Program Files\Bnt\Scheduler, with a filename in the format:

sqlcmd_date_time.log

The installation will automatically create a demo license for you and inform you of
the expiry date; for example:

ReportSCHEDULER. ¥4.0-9

i Your 30-day demo license expires on
12-0ct-2007.

Click OK and the installation will then start up the ReportSCHEDULER services.
Once all are up and running, you will be prompted as follows:

42 ReportSCHEDULER ¥4.0-9 Setup e x|

Configuration

“ou riuist install the supplied Crystal 10 run-time [CRRT setup)
to register various dil files for RepottSCHEDULER [even if you
hawve Crypstal Reparts already installed).

ou riust alzo run the RepartSCHEDULER Configuration
Wizard after this ingtallation to configure Email and other
optiohal features.

Report

v dratall Cryztal 10 mn-time nove

¥ Fun the Configuration “Wizard now

< Back | Mest > I Cancel
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You can perform the operations described here immediately by leaving the
checkboxes turned on and clicking the Next button. Alternatively, you can
choose to do them later, in which case you should turn off the checkboxes before
clicking the Next button.

. on page 21 tells you how to set up the
run-time version of Crystal Reports supplied with ReportSCHEDULER. You
must do this even if you already have Crystal Reports installed.

o on page 23 gives details of running the
Configuration wizard.

When you click the Next button you will be shown the final window in the
sequence:

¢2 ReportSCHEDULER ¥4.0-9 Setup x|

Setup complete

The inztallation of ReportSCHEDULER *%4.0-3 has been
successiully completed.

Press the Finish button to exit this installation.
To de-install the product, use “Add/Remove Programs” on the

Report Cantral Panel,

< Back

Cancel |

Click the Finish button and the installation process will terminate. If you turned on
the checkboxes to install the run-time version of Crystal Reports 10, or to run the
ReportSCHEDULER configuration wizard, you will be taken through the window
sequences shown in the following chapters.

You may be advised to reboot your computer if you have updated any files that
are currently in use.
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Installing Crystal Reports run-time

You can install the run-time version of the Crystal Reports package either as a
continuation of the main installation sequence described in the previous chapter,
or as a separate operation.

Note that you must install the run-time Crystal Reports, even if you have the full
Crystal Reports already installed on your computer. In this case the product is
simply configured for use with ReportSCHEDULER.

If you chose to proceed to the installation of the run-time version of Crystal
Reports 10 as a continuation of the main installation sequence, you will be shown
the window below once you have completed the installation of
ReportSCHEDULER. To install it as a separate operation, find and run the
downloaded file CRRTSetup.exe, which should be in your default \Temp folder.

The first window that you will see looks like this:

;l'g_f Crystal Reports Run-time 10 Setup % _)_(_i

Ready to install

This inztallation prograrm will install Crystal Repart: Bun-time 10
for use with your application.

Usge Crystal 10 for Helpline 4.0 SPS and above, HelpLine
W3.5-10 5P10 and above, and ActivityScheduler 43,110 SP5
and above. Use Crystal 8.5 for all earlier BMT product versions
and zervice packs.

Prezz the Mest button when you are ready to start the
ingtallation. “rou can press the Cancel button now if you do not
want ta inztall Creztal Reports Run-time 10 at this time.

< Back | Mest > i Cancel
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Leave the Crystal 10 radio button turned on and click the Next button to continue.
The installation will start and you will see the window below while it proceeds:

) e

r— Current File

Copying file:
A ABRBCRRT _uninstalhUWWISE EXE

) @CD

< Back | [Ewt > | Cancel I

Once the installation has been completed you will be shown the window below:

;"-i!- Crystal Reports Run-time 10 Setup e 5[

Setup complete

The inztallation of Crystal Beportz Run-time 10 haz been
successiully completed.

Press the Finish button to exit this installation.

To de-install the product, use "Add/Remove Programs” on the
Cantral Panel.

@
CD@@

< Back

Cancel |

Click the Finish button to complete the installation procedure.
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Configuring ReportSCHEDULER

You configure the ReportSCHEDULER either as a continuation of the main
installation sequence described earlier, or as a separate operation.

If you chose to proceed to the product configuration as a continuation of the main
installation sequence, you will be shown the window below once you have
completed the installation of ReportSCHEDULER and Crystal Reports, if
specified. Alternatively, to configure or reconfigure the product in a separate
operation, select ReportSCHEDULER from the All Programs list on the Start
menu, then select Configuration Wizard from the resulting submenu.

The first window that you will see looks like this:

§ ReportSCHEDULER. ¥4.0-9 Configuration Wizard ! x|

Welcomnte

‘welcome to the BepotSCHEDULER %#4.0-9 Configuration

“wizard. Thiz wizard will configure warious FepotSCHEDULER
| faciliies on your computer.

Click Carcel if pou do not wish bo rn this wizard at this time.,

REpOl‘t Click Mext to continue with the setup wizard,

Cancel
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Click the Next button to display the first window in the sequence:

{5 ReportSCHEDULER ¥4.0-9 Configuration Wizard x|

SMTP details

FiepontSCHEDULER can zend emails to your SMTF zerver.
Erter the name of the SMTP server, with the authentication
optioh and the domain and default name/address fram which
the emailz should oniginate.

REpOI"t SMTF server
From damain I|AN|:
Fram name IDwner

From address I

[ authenticate using POP3 account name and password
[entered on nexst screen).

< Back I Mest > I Cancel |

Enter details of the SMTP email server and mailbox as follows:

e Inthe SMTP Server field enter the name of your SMTP server for outgoing
emails.

e In the From Domain field enter the name of the computer or domain from
which emails should appear to originate

e Inthe From Name field enter a name that will be displayed as the sender of
ReportSCHEDULER emails.

¢ |In the From Address field enter the email address that will be treated as the
sender of ReportSCHEDULER emails; for example,
reports@mycompany.com.

e Turn on the “Authenticate ...” checkbox if your SMTP email server requires
authentication with a POP3 account.

When you click the Next button, ReportSCHEDULER will check the network to
ensure the server exists, and will show you a message in this format if it cannot
find it:

ReportSCHEDULER ¥4.0-9 Conff =

2 The server 'smtp.testfordos. com' could not be
\L(/' found on the network, Are vou sure this iz the
commect server name’?

Press Mo to re-enter the SMTP server name.

Mo |
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If the name is correct but the server is temporarily unavailable click Yes to
continue; otherwise, click the No button to return and correct the server name.

If you turned on the Authenticate... checkbox on the previous window you will be
asked for POP3 details on the next window:

ﬂ:‘-: ReportSCHEDULER ¥4.0-9 Configuration Wizard

POP3 details

Enter the detailz of your POP3 accourt, for authenticating pour

| SMTF connection.

REpOI"t POP3 server

Account hame I

Password I

Vernfy password I

J Press to enter passwords in clear text

< Back I Mest > I Cancel |

Enter details of the POP3 server and mailbox as follows:

e Inthe POP3 Server field enter the address of the POP3 server where your
mailbox is located.

e In the Account Name field enter the name of your mail account on the server.

¢ In the Password field enter the password for the account, and repeat it in the
Verify Password field.

¢ If you want to show the contents of the password fields in plain text, turn on
the “Press to enter ...” checkbox underneath — otherwise, if you leave this
checkbox turned off, your password and its verification will be shown as a
string of asterisks. Note that turning on this checkbox will automatically clear
any text already entered in the password fields.
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Click the Next button to continue. As on the previous window,
ReportSCHEDULER will check the network to ensure that the server exists, and
will prompt you to confirm it or to correct it if it cannot be found. Otherwise, you
will see the window below:

f-;- ReportSCHEDULER ¥4.0-9 Configuration Wizard x|

SMTP Sent Options

Select what to do with email filez once they have been zent

| syccesziully,

Report % Dielete from ‘Duthoy’
" Move to 'Deleted folder
" Maove to 'Sent' folder

< Back Cancel |

Turn on the radio button corresponding to the action to be taken on sent emails
after they have been successfully transmitted. Click the Next button to proceed
through the sequence:

The next window in the sequence has this format:

f-;- ReportSCHEDULER ¥4.0-9 Configuration Wizard x|

Scan interval

Enter the scan interval for the BNT Email Server, in minutes.
| After the service has been started, it will wait this many minutes

befare zending or downloading any emailz, and then repeat
after this interval.

Scan intereal IE mnitiubes:

Report

< Back I Mest » I Cancel
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Either accept the default interval shown, or enter a new value as a number of
minutes. Once started, the service will wait for this number of minutes before
sending any emails, then repeat the scan periodically whenever the specified
interval has elapsed.

Click the Next button to display the next window:

§= ReportSCHEDULER. ¥4.0-9 Configuration Wizard

Log level

Select the level of logging you want for the EMT Email Server.

[ebug and Trace will produce extra diagnostic information in
the log file.

Report

PORP3/SMTPR connection: ReportSCHEDULER connection:

~ Debug
= Trace
f+ Mormal

< Back I Mest » I Cancel |

Specify the levels at which you want log messages to be generated within the
Email Server:

¢ Normal should be sufficient unless you are diagnosing email problems:

e Turning on the Trace radio button will cause more information to be logged
than when the Normal radio button is turned on

e Turning on the Debug radio button will cause the maximum amount of
diagnostic information to be logged. Use this setting if your emailed reports
are not sent correctly when you first set up ReportSCHEDULER.

Click the Next button to continue.
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If you have not upgraded to a full product license with the Web option, you will be
taken directly to the Ready to Proceed window shown later in this chapter.
However, if you have upgraded to a full product license with the Web option, you
will first see the window shown below:

f-;- ReportSCHEDULER ¥4.0-9 Configuration Wizard x|

Web Server Folder

Specify the phyzsical location of the main
ReportSCHEDULER web page on your 'web Server.

It iz recommended that you specify a subfolder
“ReportSCHEDULER &t the end of the path.

REpOI"‘t FieportSCHEDULER will reference this location via a URL
specified on the next screen

C:hnetpubbnvawroots\ReportSCHEDULER

< Back | Mest > | Cancel |

Note that you need an enabled Web server in 1IS on your computer before you
can use the web interface.

Accept the default value offered, unless asked to do otherwise by the BadgerNT
Service Desk. When you click the Next button you will see the window below:

{5 ReportSCHEDULER ¥4.0-9 Configuration Wizard x|

ReportSCHEDULER URL

Specify the virtual folder [URL) where ReportSCHEDULER waill
keep itz main web page.

Thiz ig usually the AActivityS cheduler subfolder of the public
‘Web Server domain narme. [t should be prefised with http: £/ and
the path specified with forward slashes,

REport Thig maps to the physical folder that vou specified during the

installation on the web Server machine:
C:AlnetpublwimroctReport SCHEDULER

ReportSCHEDULER LIRL

< Back I Mest > I LCancel
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Again, unless advised otherwise by the BadgerNT Service Desk, accept the
offered URL and click the Next button to proceed:

The penultimate window in the sequence is as shown below:

ﬂ:‘-;- ReportSCHEDULER ¥4.0-9 Configuration Wizard

Ready to proceed

“f'ou are now ready o make the changes you have specified,

| Prezs the Mext button to proceed or the Back button to re-enter

the setup information.

Report

< Back Cancel |

If you want to change any of the values that you have entered, click the Back
button to return to the appropriate windows and make changes as necessary.
When you are ready, return to the window above and click the Next button.

If you completed the Web Server Folder and ReportSCHEDULER URL windows
as part of the configuration sequence, you will be prompted as follows:

ReportSCHEDULER ¥4.0-9 Configu =

. You have changed vour URL. Thiz will not
take affect until you reboot,

“l

Do wou want to reboot when this wizard 1z
finished?

Mo
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Click Yes if you want to reboot as soon as you have finished the configuration, or
No if you would prefer to wait until a more convenient time. In both cases you will
be prompted again:

ReportSCHEDULER ¥4.0-9 Configurs |

 Any email zettings vou have changed will not
- take effect until you restart the services or
rebioot the computer.

Do you want torestart the 'BNT Email Server'
and 'BHT Policy Server' services now?

Mo |

Click Yes if you want to restart these services now, or No if you intend to reboot
soon, in which case all services will be restarted.

The final window has this format:

§& ReportSCHEDULER ¥4.0-9 Configuration Wizard |

Finished

The zelected options have been successiully configured.

I Presz the Finizh button bo exit.

Report

<Back | Enish> Cancel

Click the Finish button to end the wizard.
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If you performed the configuration as a continuation of the main installation
sequence you will be prompted again:

This systern must be restarted to
complete the installation. Press the
QK button to restart this computer.
Press Cancel to return to Windows
without restarting.

Cancel |

Click OK if you want to reboot immediately, or Cancel if you would prefer to wait.

Chapter 4: Configuring ReportSCHEDULER
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5

Using the Report Wizard

This chapter tells you how to run the Report Wizard to set up your Crystal
Reports for use with ReportSCHEDULER.

Starting the Report Wizard

To start the Report Wizard, do either of the following:
e Click the Report Wizard icon on the desktop:
g,

Repaort *izard

o Select ReportSCHEDULER from the All Programs list on the Start menu,
then select the Report Wizard option from the resulting submenu.

You can also start it from within the Policy Manager, as described in chapter 6.

In all cases you will first be shown a Welcome window:

Welcome to the Report Wizard

d This wizard will guide you through the process of
configuring and running a Crystal Report,

Choose report

Choose database
Change selection criteria
Choase output
Configure output

Run ar autornate report

Cancel |
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Click the Next button to proceed through the wizard and perform the tasks listed
here. As in similar wizards, you can use the Back button to return to earlier
windows at any time before confirming the report production.

Choosing the report and database

The report-selection window has this format:

Report Wizard x|
Choose a report 4
Report Directomn
IC:\F’loglam Files\Brt\Reports j Browse... |
Report Name | Desciiption =
. .
j Concurrent rezounces.ipt Summary of concurent resources c..
H Configured nodes. rpt Surnmary of nodes configured far Ac...
H Configured users.rpt Surnmary of uzers configured for Act..
H Custom calendars uged in policies...  list of Custom Calendars defined in ...
H Custom calendars.ipt lizt of all defined Custom Calendars
H Enabled policies. rpt Surmmary of enabled policies by own...
E Group membership by user.pt Surmmary of users configured for Act.
H Group membership.rpt Surmmary of user groups configured .. ﬂ
< Back Mext > | Cancel |

The example above shows the supplied reports held in the main
ReportSCHEDULER Reports folder. To view your own reports held in other
folders, change the value of the Report Directory field by clicking the Browse
button and then search for the relevant folders in the usual way. Once you have
selected alternative folders in this way they can be accessed easily from this
field’s pull-down list.

See on page 47 for a list of
supplied ReportSCHEDULER reports.
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Click the line containing the report that you want to generate, then click the Next
button to display the next window:

Change report title and description |
Feport Title
Activity users

Fiepart Description

Summary of uzers configured for ActivityScheduler az activity ;I Browsze. . |

uzers, with the nodes they are configured far.

[

< Back | Mext » | Cancel |

Complete this window as follows:

e Inthe Report Title field enter a text string that will appear as the window title
whenever you preview the report; the default is the report’s Title property.
If you want to generate multiple reports from the same definition, but with
different databases or different selection criteria, make sure that you give a
unique Title to each instance.

¢ Inthe Report Description field enter any descriptive text that you want to link
to the report. If you wish to import a description from a text file, click the
Browse button to select the file.

The values that you enter in these two fields will appear in Crystal Reports that
contain the ReportTitle and ReportComments fields, and will also be used when
generating filenames and email messages in the Report Wizard.
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Click the Next button to display the next window in the sequence:

Choose a database l

1 DOvemide the report's default database

Data Source Mamme I j

Uszername I

Pazswond I

Cancel |

If your report is designed for a specific single database, make sure the
Override... checkbox is turned off and click the Next button to continue.

Otherwise, make sure this checkbox is turned on and complete the fields on this
window as follows:

e Pull down the Data Source Name field and select the appropriate database.

¢ Inthe Username field enter the login user name for the database, as
specified when the database was set up.

¢ In the Password field enter the password for the database.

For the supplied ReportSCHEDULER reports, the Override... checkbox should
be turned off, unless you are using an Oracle or MSSQL database in which case
you should turn it on and select the DSN BNT Scheduler DB.
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Specifying data-selection criteria for the report

The next window in the sequence has this format:

Change selection formula |

1 Ovenide Record Selection Formula

Edit... |

1 Ovemnide Group Selection Formula

Edit... |

Each Crystal Report has selection criteria associated with it that determine the
data to be included — these are defined in Crystal as the Record Selection
Formula and the Group Selection Formula. Use this window if you wish to change
these formulae:

e To change the formula that specifies record-selection criteria, turn on the
Override Record Selection Formula checkbox. You will be shown the Edit
Record Selection Formula window, as shown and explained in the next
section. When you have specified your selection criteria you will return to the
window above, with the upper Edit button enabled, to allow you to return to
the editing window if you wish.

e To change the formula that specifies selection criteria for grouped data, turn
on the Override Group Selection Formula checkbox. You will be shown the
Edit Group Selection Formula window, which works in the same way as the
Edit Record Selection Formula window shown in the next section. When you
return to the window above, the lower Edit button will be enabled, to allow
you to continue editing if you wish.

If you do not wish to change the default selection criteria defined for the report
just click the Next button and proceed as described in
on page 39.
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Editing selection formulae

The Edit Record Selection Formula window is shown below with an example
formula; the Edit Group Selection Formula is identical in format:

Edit record selection formula kS : _|_|

3
x

[~ Select All Records [Mo Selection Formula): K

{SS_USER.user_type} = 1 And |=]
{55 _CATEGORY categony_name) = "dchyity Lzer' And
{55_USER_COMFIG.uzer_value} » 0

Cancel

Browse...

Save...

Validate

Reset

dld

o o

Use these windows as follows:

o To select all the records or groups in the database, turn on the Select All...
checkbox at the top left.

e To change, replace, or add to any formula shown in the data-display area,
edit it directly. The formula must contain one or more conditional SQL
statements — if you do not know SQL consult your systems administrator or
the designer of the Crystal Report.

e To import a predefined formula from a text file, click the Browse button and
then search for the appropriate file in the usual way. Its contents will replace
any statements shown in the data-display area of the window above.

o To validate the syntax of any new or changed SQL statements that have
been included in the formula, click the Validate button. If any syntax errors
are found, you will be told what they are — otherwise you will be told that your
formula was validated successfully.

e Torevert to the report’s default selection formula, click the Reset button.

When you are satisfied with the changes that you have made, click the OK button
to return to the Change Selection Formula window.

Click the Next button on the Change Selection Formula window to continue.
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Specifying the report output

The next window prompts you to specify how you want the report to be produced:

Choose report output types

Printer

Ermnail

< Back

Cancel |

ﬂe:-:t>

The buttons on this window act as checkboxes, and are highlighted/depressed
when turned on — turning on the Email button will also turn on the File button.

The windows that you see when you click the Next button depend on which

buttons are turned on:

o Click the Printer button if you want a paper copy of the report, and complete
the Configure Printer window shown in the next section.

e Click the File button if you want to save the report in a file, and complete the

Configure File Output window shown in

on page 41.

o Click the Email button if you want the filed report to be attached to an email

for distribution to selected users — see

42 for details.
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Producing a printed report

If you turned on the Printer button on the Choose Report Output Types window,
you will be shown the window below when you click the Next button:

%% Report Wizard x|

Configure printer d

v Owvemide the report's default printer

Prititer

v Ovemide the report's default paper zize

Paper Size | 44 (210 297 o) =l

< Back | Mext > | Cancel |

Use this window as follows:

e The device shown in the Printer field will be the default printer defined for the
report.

To change the printer, turn on the top Override... checkbox and pull down the
Printer field to select the appropriate device.

e The value shown in the Paper Size field will be the default size defined for the
report.

To change the paper size, turn on the bottom Override... checkbox and pull
down the Paper Size field to select the appropriate paper size.

Click the Next button to continue through the sequence. If you have also asked
for a filed copy of the report to be produced, the next windows will be as
described in the following sections. Otherwise you will be shown the final window
shown and explained in on page 44.
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Saving a filed report

If you turned on the File button or the Email button on the Choose Report Output
Types window, you will be shown the window below when you click the Next
button:

Configure file output I

Filename

C:%Program FileshBnthT emphdctivity users pdf

< Back | Mext > | Cancel |

To change the file name, type, or location, either type in the file path directly in
the Filename field or use the Browse button to locate and identify the new file.

Click the Next button to continue. If you chose to attach the filed report to an
email you will be prompted as described in the next section; otherwise, you will
reach the final window shown and explained in

on page 44.
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Sending a report by email

On the Choose Report Output Types window, make sure the File and Email
buttons are turned on and click the Next button to display the window below:

Report Wizard x|
Configure email message I
|To| I

ce.. ||
Bec... ||

Subject I.t'-‘-.c:livit_l,J Users

Mezzage... | Summary of users configured for ActivityScheduler az activity
uzers, with the nodes they are configured far,

i

[T Compress email attachments using zip for thiz repart

< Back | Mext > | Cancel |

Complete this window as follows:

e If you click any of the To:, Cc:, and Bcc: buttons you will be prompted as
shown:

X

& Email Distribution List =10l x|

o T_l,Jpel Mame | Email Addrezs K

Cancel

i

Add...
Hemae
Edit...
Impaort...

Evport. .

Ml
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Click the Add button to display this window:

/2y Email Recipient Details

Recipient Type
’V * Ta " Cc " Beoc

Xl
Cancel |

Erail Address [e.9. namel@company. con]
I ame:

Complete this window as follows:

— The Recipient Type radio button will be set according to the button that
you pressed on the Configure Email Message window, but you may turn
on any other radio button instead, as appropriate.

- In the Email Address field enter the complete email address of the
recipient. Once you have specified email addresses here for sending
reports, you can use the drop-down button to select them again.

- In the Name field enter the name of the recipient as it is to appear on the
Email message.

Click OK to confirm the data that you have entered and return to the previous
window. Repeat this process until you have specified all the recipients of
original, copy, and blind copy versions of the email and its attachments.

Note that you can use the Import button to load addresses from a file, and the
Export button to save the current list of addresses in a new file.

¢ When you return to the Configure Email Message window complete the
remaining fields as follows:

- In the Subject field enter any text that you wish to be shown as the
subject of the email message that accompanies the attached report file.

- In the Message data-entry area enter any explanatory text that you want
to be sent together with the reports. You can import a message text from
an existing file by clicking the Message button and then locating the file.

- Turn on the bottom checkbox if you want any reports attached to emails
to be compressed (zipped) automatically before transmission.

When you are satisfied with the data that you have entered, click the Next button
to continue.
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Completing the Report Wizard

Once you have supplied full information about the production of the report you will
reach the final window in the sequence:

Report Wizard ' x|

Completing the Report Wizard

vou have successfully completed the Report wizard,

Acti\fity Summary of tasks completed:

Chosen report

Chosen database
Changed selection criteria
Chosen autput
Configured output

@ You can now Preview, Run or Automate the report,

F'rewew Run Autamate

¢ Back | Einigh | Cancel
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As shown, this window allows you to preview, run, or automate the report:

Clicking the Preview button will display the report directly in PDF format; for
example:

& Adobe Acrobat - [Activity users] i - | Dlll
@ File Edit Document Tools Yiew Window Help _Iﬁ'lﬂ
EEEEEEREY BRI |

[@hex - | OMEE -

BUHET-

[ & -8B 7 -&-B 4
;- 4
a -
=
=
5
_E ActivityScheduler
[=]
H s
& Activity users 05082007
P
k4
T User and node Alias Password type Modified
E
= [administrator |
?_ TANC Administrator Use default O3/08/2007 10:5951
£
I
£
£
=3
o
-
Lo
]
5
&
=
5
e
hd
W 4]1af1 F M BmxiiEen |0 = m Al L

You can see the underlying data for this report by paging through it, using the
buttons in the tool bar above it.

Clicking the Run button will immediately generate the report as a printed,
filed, or emailed copy, according to your earlier instructions.

Clicking the Automate button will display the window sequence described in
the next section.
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Automating report production

46

When you click the Automate button on the previous window you will first be
prompted to log on to ReportSCHEDULER as follows:

& Predefined Policy Wizard x|

[omain IM j Logon I
Uszer name IElwner Cancel |

xxxxxxxxx

Password I

¥ Bemember my pazswond

Complete this window as follows:

If you are configured as a domain user, enter or select the domain name in
the Domain field.

The User name field will be preset to your Windows user name, but you may
need to change this to the name configured in ReportSCHEDULER. The
name that you enter must be configured for the selected domain, if any.

If you have turned on the “Remember my password” checkbox in an earlier
ReportSCHEDULER session, the Password field will show your
ReportSCHEDULER password as a string of asterisks, and you can click the
Logon button to proceed to the next window. Otherwise, type your password
in the Password field.

If you want the ReportSCHEDULER to remember your password the next
time you log on, turn on the “Remember my password” checkbox. Naturally,
this reduces your access security, and is only appropriate when you are
satisfied that there are no consequent risks to the integrity of the system. In
all other cases you should ensure that this checkbox is turned off.

When you click the Logon button the selected report will be enabled ready for use
in the Policy Manager and you will be prompted as follows:

Predefined Policy Wizard il

\i) The Private Local policy Activity users is now enabled,

Logan to the Palicy Manager to adjust the timing contrals
and Activate the policy,

Click OK to conclude the Report Wizard session. Read the following chapters for
details of scheduling, running and monitoring enabled policies.

ReportSCHEDULER: User Guide



Reports provided with ReportSCHEDULER

The list below names the Crystal Reports supplied with ReportSCHEDULER for
reporting on its own database.

Activity users

Concurrent resources
Configured nodes

Configured users

Custom calendars

Custom calendars used in policies
Enabled policies

Group membership

Group membership by user
Policies due to run

Policies with custom calendars
Policy history

Policy history with pie chart
Policy last run status

Policy runs by date

Running policies

Chapter 5: Using the Report Wizard

47



48 ReportSCHEDULER: User Guide



6

Using the Policy Manager

This chapter tells you how to log on to the Policy Manager and use it to run,
schedule, and monitor your reports. If you have a full product license that
includes the Web interface, an alternative version of the Policy Manager is
available on the Web.

For a more detailed description of all the facilities available within the Policy

Manager, consult the ActivitySCHEDULER: GUI Policy Manager Guide and the
ActivitySCHEDULER: Web Policy Manager Guide.

Accessing the Policy Manager

The following sections tell you how to access the standard installed version of the
Policy Manager, and also the Web version if you are licensed to do so.

Accessing the installed Policy Manager

To start the ReportSCHEDULER Policy Manager double click its icon on the
desktop:

Alternatively, you can select ReportSCHEDULER from the All Programs list on
the Start menu, then select Policy Manager from the resulting submenu. In both
cases you will be prompted to log on as when you enable reports in the Report
Wizard (see on page 46)
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When you have successfully logged on you will see this product version window:

\JActivity

Folicy Manager o wniows

Yersion V4.0-9

Licensed to Ian Carr at Ian C Carr

‘! Copyright © 1997-2007 B adger Network Technology Ltd

This will disappear after a few seconds to reveal the Policy Manager window; for
example:

=0l x|

% Policy Manager for ActivityScheduler
Fil= Edit Configuration ‘Window Help

O|X| &/ @& [N

Paolicies must be enabled ta appear in the Policy Manager.
Puolicies must be activated before they will be scheduled

Status Palic Ovaner Funning | Lastrun status | Mest undue | Frequency | At Enabled

Enabld polici...  Adminigtrator Mot zcheduled  Manual 06/08/2007 09:35 Ak

|1 enabled policy visible, 0 running | Server: lanc |USEIZ Administrator | 09:20 4

All your enabled reports will be shown as separate lines on this display, with the
report title shown in the Policy column.

Later sections in this chapter tell you how to use this window to run, schedule,
and monitor your report policies, and to perform various other related functions.
As mentioned earlier, complete instructions for using the Policy Manager can be
found in the ActivitySCHEDULER: GUI Policy Manager Guide.
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Accessing the Policy Manager on the Web

To view the Policy Manager on the Web, open your Internet browser and go to
the page:

http://webserver/activityscheduler

where webserver is usually the name of the computer where you installed
ReportSCHEDULER.

You will first be prompted to log on:

/2 ActivitySCHEDULER - Windows Internet Explorer . i o [=] |
@: - Ie_ﬁhttp:,l’,l’\anc,l’actlwtyschedu\erIActSchedWeb.exe j 2l x IGoogIe Pk
File Edit YWiew Fawvorites Tools Help
©F @ 6 ActivtySCHEDULER | I v B - s v | bPage v () Tools v
=l
\JAct' it
Policy Manager
Logon
Dromain I j
Usemamel
Password I
Server IIanc j
Logon | Resetl
]
Dane Internet + 100% -
4

Complete this window as follows:

e If you are configured as a domain user, pull down the Domain field and select

the domain name.

o Enter your ReportSCHEDULER user name in the Username field. This name
must be configured for the selected domain, if any.

e Enter your password in the Password field.
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o The Server field will default to the name of the default Web server , but you
may pull down this field to select the name of a different computer if you have
installed ReportSCHEDULER on multiple computers.

When you click the Logon button you will see the Policy Manager Web page; for
example:

/2 hctivitySCHEDULER - Policy Manager - Windows Internet Explorer

[T

Eile Edit Wiew Favorites Tools  Help

=lolx|

21| x| |coogle o

S

) = [6 hpsffancractivityscheduler Actschedives. o

©% &0 (@) ActivitySCHEDULER - Policy Manager | | i - B - i=h v b page - (hTadks - 7
Paolicy Manager for ActivitySCHEDULER
User administrator
Server lanc
" Puolicy Owner .
Activate Status Policy Name M Running Last Run Status Next Run
Deactivat
PR T Activity users Admiristrator Mot scheduled
Disable
=T Enabled policies by owner A dministrator Hat scheduled
Start
Stop
View Running
Report
Log
History
Report Options
Timing Control
Refresh
Logoff
4 | 2l
Policy Activity users Total 2 Funning 0
T T T [@ntemet [®woow ~

Use this page to run, schedule, and monitor reports, as described in the following
sections.

Leaving the Policy Manager Web interface

52

To end a session on the Web Policy Manager, just click the Logoff button at the
bottom left of the window. You will be asked to confirm that you want to log off

from the application — when you do so you will be returned to the Logon window
shown earlier.
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Running a report manually

When you use the Report Wizard to generate Crystal Reports and prepare them
for scheduling, they are enabled but inactive, and appear as such in the list on
the window shown above. You can run such reports manually, as described here,
or create a schedule for them as described in the next section.

To start an inactive report policy, click on the appropriate line then do one of the
following:

Click the % icon in the tool bar.

Select the Start now option from the context menu on the right mouse
button.

On the Web interface click the Start button on the left

You will be prompted as follows:

Start policy now

Click Yes to do so, and the entries on the relevant line will soon show that the
report is running. Once the report has been produced these entries should
confirm its success, for example:

4% Policy Manager for ActivityScheduler

File Edit Configuration MWindow Help

=181

Puolicies must be enabled to appear in the Policy kM anager.
Paolicies must be activated before they will be scheduled

O[x|%

&| [N Em| 35| %)

| Faolicy | Owner | Running | Last run status I Mext mn due | Frequency | At | Enabled

Activity users Administrator Ok Mat scheduled  Manual
Enabled polici... Mat scheduled  Manual

Administrator

2 enabled policies visible, 0 running Server: lanc |USEI. Administrator | 03:33 4
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Stopping a running report

To interrupt a running report, do one of the following:

e Click the @ icon in the tool bar.

e Select the Stop running policy option from the context menu on the right
mouse button.

e On the Web interface click the Stop button on the left

You will be prompted to confirm the interruption: click Yes to do so and close the
running report tidily.

Disabling a report

54

Disabling a report will remove it from the Policy Manager; you can add it again
later by running the Report Wizard.

To disable an inactive report, click on the relevant line and then do one of the
following:

Click the X

e Select the Disable option from the context menu.
e On the Web interface click the Disable button on the left

icon in the tool bar.

You will be asked to confirm that you want to disable the chosen report and
remove it from the list. Click the Yes button to delete the line from the list.

Note: If you disable a report you will permanently lose all its history details.
Disabling a report does not delete the associated Crystal Report
definition file
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Scheduling and activating a report

To create a running schedule for a report, right-click on the appropriate line in the
list and select the Edit timing controls option from the context menu.

Alternatively, you can click the @ icon in the tool bar, or select Policy timing
controls from the Edit pull-down menu.

On the Web interface click the Timing Control button on the left

In the installed Policy Manager you will be shown a window in this format:

#% Policy timings for Activity users 5[

Manual start

E Calendar | x| atfizooem =
Interval  [01-00 ﬁ

[ mat start if overdue by 100 j‘ IF it does not start, the policy
completes with & MaStart status
haximum time policy is allowed to run - —
Mo timeout [not recommended] IF the maximum time iz exceeded,
: . - ary activities currently in progress
i+ T!meout after ,elapsgd time |IJIJ.‘I i] are aborted and the policy
" Timeout at a fised time of day | completes with a TimeOut status

In the Web interface the corresponding window looks like this:

ff Timing Details - 1 of 3 - Windows Internet Explorer ; _' : - |EI|1|
@ http: ffiancfactivityschedulerfactSchedweb, exe j
=
o EalendarlDain 'l atID‘_ ;ID_
' Interval ID_ hoursID_ mhiriLte:s
 Manual
Met |  Cancel |
El
Cone l_l_’_’_’_|_|® Internet | T00% -~ 4
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This is the first in a sequence of wizard-style windows that supply the same
functions as the Policy Timings window, as described below. Click Next after
completing each window.

The following list tells you how to use the Policy Timings window. Note that any
changes you make here will be lost if the report is re-enabled in the Report
Wizard.

o Click the E icon if you want the report to run at a fixed time of day on a
regular schedule. The equivalent on the Web interface is the Calendar radio
button.

The window will change as shown:

#¢ Policy timings for Activity users 3 x|

Daily calendar definition

Calendar |Dail M E I EET =

Senear I a J = I =l Ewery I‘I daylz]
Fab Carcel
Interval | 0700 = ¢ Every weekday —

% Manual start

‘r Do ot start if overdue by 01:00 = If it does not start, the policy

I

completes with a MoStart status

taximurm time palicy is allowed ta run - —
" Na tiveaut [nat resammended) 1f the: makirmum time is excesded,

. . any activities currently in progress
* Timeout after elapsed time |DD:‘ID ar:ahorted and the pyolic:E g
" Timeout at a fixed time of day | completes with a Time0ut skatus

Pull down the Calendar field to select a basic frequency at which it will be
run: Daily, Weekly, Monthly, Yearly, or Custom. Enter the time of day in the
field alongside, in the standard hh:mm format.
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The contents of the calendar-definition area on the right will vary according to
the type of calendar selected, as described below. Note that in the Web
interface calendar definitions are shown on a subsequent Web page.

If you select a Daily calendar, the calendar-definition area or Web page
will show the Daily Calendar Definition; for example:

— D aily calendar definition

= Ewery |1_ dav(z]

v Even weekday

This allows you to specify that the report should be run on every nth day,
or on every weekday from Monday to Friday, by turning on the
appropriate radio button in the “Daily calendar definition” area of the
window above. If you turn on the top radio button, you must specify the
daily frequency n in the Every...Day field.

If you select a Weekly calendar, the calendar-definition area or Web page
will show the Weekly Calendar Definition; for example:

—eekly calendar definition

Ewemn |1 meek[z]

[T Mon [ Tue ™ wed [T Thu
W Fi [ 5Sa [ Sun

Enter the weekly frequency in the top field, and turn on the checkboxes
beneath it to indicate on which days in the week the report should be run.

If you select a Monthly calendar, the calendar-definition area or Web
page will show the Monthly Calendar Definition; for example:

— Maonthly calendar definition

Ewvery |1 monthlz]
& Day I'I

" Last day of manth
" The Ifirst j IMDnda_l,l j

Enter the monthly frequency in the top field and use the radio buttons to
specify whether you want to run the report on a particular date in the
month, or on the last day in the month, or on a particular weekday (such
as the second Thursday).
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If you turn on the top radio button, enter the date within the month in the
Day field. If you enter a number that is higher than the number of days in
any month, the count will continue into the next month, so the 31%' of
February will be interpreted as the 2™ or 3 of March.

If you turn on the middle radio button, the report will run on the last day in
the month.

If you turn on the bottom radio button, you should pull down the fields
alongside to specify the weekday on which the report should be run:

— Monthly calendar definition

Ewerny I'I ronthz]
" Day I'I

" Last day of manth
& The |first j IMl:unday j

¢first

If the day you choose lies beyond the end of any month, the count is
continued into the next month, so the fifth Monday in February will
normally be interpreted as the first Monday in March.

If you select a Yearly calendar the calendar-definition area or Web page
will show the Yearly Calendar Definition; for example:

—1'early calendar definition

karith I.JemL,larj,I *I
& Day |1

" Laszt day of manth
" The Ifirst j IM:::nu:Ia_l,l j

Pull down the Month field to select the month in which the report should
run. Use the other fields and radio buttons to specify the day in the
month when the report should run, in the same way as for the monthly
calendar explained above.
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- If you select a Custom calendar the calendar-definition area or Web page
will show the Custom Calendar; for example:

— Custom calendar

Calendar 1 j

% Use marked dates

" Use unmarked dates

Pull down the top field to select the named calendar that you want to use,
and turn on the appropriate radio button to indicate whether you want the
report to run on marked or unmarked dates.

See the ActivityScheduler: Configuration Guide for information about
defining named calendars.

Click the icon if you want the report to be run at regular fixed intervals
during the day, and enter the time interval between runs in the Interval field,
using the hh:mm format. The equivalent on the Web interface is the Interval
radio button

When a report is run in this mode, if any run is delayed by the length of the
specified interval or more, then the next run is skipped. This is also the case
if the report is still running when the next run is due.

Click the % icon if you want the report to be run only when it is started
manually. The equivalent on the Web interface is the Manual radio button

Turn on the checkbox labeled “Do not start if overdue by” if you want any
scheduled report run to be canceled if it is significantly delayed. Enter the
limiting delay in the field provided alongside. If you have specified that the
report should be run at fixed intervals, make sure that the limiting delay is
less than the fixed interval.

Use the radio buttons in the box labeled “Maximum time policy is allowed to
run” to specify report time-out details:

Turn on the No Timeout radio button to accept the default timeout period,
which is ten minutes. This should usually be adequate for report generation.

Any report that is timed out is automatically given the value “Timeout” in the
Last Run Status column on the Policy Manager window.
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When you have finished entering and amending values, click the OK button to
save it and clear the window. You will be reminded as shown:

Policy timings x|

= Paolicy timing controls For Activity users
\},) updated Ok,

These changes will be last if vou re-enable the policy
from the Policy Designer, Policy Wizard or Report \Wizard,

The appropriate fields on the line will show the effects of your changes.

Activating a report
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Once you have set the timing controls for a report you can then activate it, and it
will then be run on your defined schedule. To activate a report, click on the
appropriate line in the list and then do one of the following:

e Click the
e Select the Activate option from the context menu

icon in the Policy Manager tool bar.

e On the Web interface click the Activate button on the left

You will be prompted by a window in this format:

4% Activating policy Activity users

Enter the date when it zhould nest run I;m 12007 vI
Enter a time for the nest run, if different |‘|2;|j|j A ﬂ

ok I Lancel |
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Enter the date and time of the next run, as instructed:

e You can use the [« | and L» | buttons to move backwards or forwards
through the scheduled run dates and times.

e You can pull down the date field to display a calendar from which you can
select the required date. This function is not available in the Web interface.

e You can use the spin buttons (or the + and — keys) on the time field to
increase or decrease the hours and minutes figures separately — use the
mouse to highlight the figure to be changed. This function is not available in
the Web interface.

o Alternatively, you can just overtype the values shown.

Click OK to change the selected report’s status to @ in the Status field, and
display details of its next run in the Next Run Due field.

Deactivating a report

Deactivating a report will stop it from running on its defined schedule, but it will
still be available for running manually or rescheduling at a later time.

To deactivate a report, first click on the line representing that report on the Policy
Manager window, then do one of the following:

e Click the 321 icon on the tool bar.

o Select the Deactivate option from the context menu.

e On the Web interface click the Deactivate button on the left

You will be prompted to confirm that you want to deactivate the report; for
example:

Deactivating policy Al:tivii!;f:' 5[

&?r} OF ko deactivate policy Activity users?

Click OK to do so: the report status will revert to @ in the Status field, and the
Next Run Due field will change to Not Scheduled.
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Rescheduling the next run of an active report

To reschedule the next run of a report that is already shown as active, click on
the appropriate line in the Policy Manager list and then do one of the following:

e Click the %#]icon on the tool bar.

o Select the Activate option from the context menu.

e On the Web interface click the Activate button on the left

You will be prompted as follows:

Activate policy }:_: X

@ The selected policy is already active.

Do you want to reschedule its nesxt run®

Enter the date when it should nest run I,.?D‘I 2007 VI
Enter a time for the nest run, if different |12;UU A ﬁ

ok I LCancel |

Change the date and time of the next report run, as necessary, then click OK to
confirm your changes and clear this window. The relevant line on the Policy
Manager window will show the new data.

Running the Report Wizard from within the Policy Manager

To start the Report Wizard from the Policy Manager either select the Report
Wizard option from the File pull-down menu or click the Report Wizard icon in the

toolbar:
@,

There is no equivalent function in the Web interface.
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Managing and monitoring report runs

Viewing a Policy Report

To view the automatic Policy Report on a run (not the actual Crystal Report itself),
select the appropriate Crystal Report from the list on the Policy Manager window
and do one of the following:

e
e Click the icon in the tool bar.

e Select the View latest report option from the context menu.
e Onthe Web interface click the Report button on the left.

The Policy Report window has this format:

E Activity users {(Administrator) - Report (latest) - |EI|§|

Badger Network Technology - ActivitySchedulerw4.0-9
Licensed to lan Carr, lan C Camr

Automate Report report

Starttime : 0f-Aug-2007 09:31:22
End time : OG-Aug-2007 09:21:42
Status : Ok

Activities in Activity users

Fun Report
Start time : 06-Aug-2007 09:31:25
End time : 06-Aug-2007 09:31:4

CrPrintdpp started at 06-Aug-2007 09:31:27 on |ANC

Checking RCF file exists...
Reading RCF file...
Initialising CrPrint...
Running report... Regfresh
CrPrintdpp Success

Status : Ck: 0 e

Print

o |
sen |
=

End of Automate Report report
Mest run Not scheduled
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Use the buttons offered on this window as follows:

o Click the Refresh button to update the report if the run was still in progress
and has now completed.

¢ Click the Save button to save the report to a text file: you will be prompted to
supply the location and name of the file where the report will be stored. This
button is not available in the Web interface.

o Click the Print button to print a copy of the report, via the standard Windows
print mechanism. This button is not available in the Web interface.

e Click Close to discard the Report window and return to the Policy Manager
window.

Viewing the history of a report
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If you want to view a window that gives details of previous runs of a report, do
any of the following:

L

e Click an appropriate line then select the View policy history option from the
context menu.

o Click an appropriate line then click the icon in the tool bar.

o Double click the entry line for a report that is not currently running. This
option is not available in the Web interface

¢ On the Web interface click the History button on the left

You will be shown the Policy History on a window in this format:

188! Activity users {Administrator} - Policy History - |EI|1|

L

| 1 run in 30 days Y
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This window summarizes previous runs of the report, telling you the following for
each previous run:

The Status column shows the same symbols as are used on the main Policy
Manager window, to tell you the report type, the way the run was started, and
its exit status. If the report run is still in progress the flag symbol will be
absent and the %& symbol will be shown instead.

The unique number associated with the report run.
The explanation of the exit status for the run.
The dates and times that the run started and finished, and its total duration.

For scheduled runs, the date and time that the run was scheduled to start,
plus any delay in its actual start.

The date and time that the next run in sequence was due to start.
For manually started runs, the user who instigated the run.

The date and time that the report was enabled. This allows you to see when
the policy definition was changed between runs.

You use the @ button on the Policy History window to change the number of
report runs that are retained in the History — the equivalent in the Web interface is
the History Options button on the Policy History Web page. Select the number
of runs, days, weeks or months that the history should be kept.
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