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1.1 REPORT WRITER OVERVIEW

Report Writer is ImageTrend's tool that allows you to view, create and analyze reports using the data in
your system. It encompasses a single reporting tool that gives you complete control of your data output and
display.

Navigation: More > Report Writer

Facts

« Report Writer allows you to dynamically create, display and save transactional reports, which gives
you the power to find and display the data you need without relying and static reports.

« Report Writer contains a library of standard reports and charts for quick report creation. Finally,
Report Writer offers optional features for three-dimensional analytical reporting and charting as well
as mapping.

« You can choose from multiple ways to display your ad hoc report, from familiar text-based reports to
(with the appropriate add-on features) pie charts and mapping.

« You can report on multiple fields within several categories and datasets, allowing you to create
exactly the report you want.

« Database search criteria can be selected based on each field allowing users to define exactly what
they need.

« Userdefined headers, sorting and grouping give users the ability to display search results using a
number of options.

« Reports can be saved for later review or editing and also exported to a variety of formats.

« Finally, standard reports and saved reports are always available in the left menu of Report Writer,
organized by category, for quick report generation.

Types of Reports

Report Writer provides several different types of reports for differing needs. Each report listed in the left
menu will display an icon to indicate which type of report it is.

Transactional Reports

While some saved transactional reports have a default setup of fields to display in a particular order, trans-
actional reports can be entirely configured. Users can change which fields display, define additional criteria
for each of those fields (e.g., display only records within a certain postal code) and change the order in
which records appear. In addition, users can create transactional reports completely on their own with no
pre-defined fields or setup. For more information, get started at Transactional Reports Overview on page
15.
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Standard Reports

Standard reports (also sometimes called canned reports) are pre-created with all fields and display options
defined for the user. Within the filters, users can define additional criteria (e.g., requesting information about
a particular unit or type of service). These reports provide fewer configuration options and allow a ready-
made report for common data requests. For more information, get started at Standard Reports Overview on
page 12.

Analytical Tabular Reports

Analytical tabular reports are a part of the optional Visual Informatics package for Report Writer, and allow
you to create a custom report with the powerful Analytics data analysis tools. Analytical tabular reports are
displayed in a traditional looking report displayed in table format, and allow you to use drill-down reporting
for in depth information.

Analytical Chart Reports

Analytical chart reports are a part of the optional Visual Informatics package for Report Writer, and allow
you to create a custom chart with the powerful Analytics data analysis tools. Analytical chart reports allow
you to quickly build a variety of different charts using pre-created formats to display in-depth data from your
system in an easy-to-understand way.

1.2 REPORT WRITER DASHBOARD OVERVIEW

The Report Writer dashboard provides a central location for administrators to create dashboards with
reports for their users to see.

Navigation: Report Writer > Load Dashboard button in the left menu

state Agency | Agency Stats| EDIT TABS Refresh Dashboard Display Preferences

' Validity Scores Mesting Target - Peer Benchmarks. E' | = Percent of Calls over 65 Comparisons

Validity Scores Meeting Target - Peer Benchmarks = Percent of Calls over 65 Comparisons @
KPI Sections
| =
2 Not Reported (N=286) I
2
E Demo Region (N=6) .

Statewide (u-285) I

o 25 50 75 100 125

< Demo Agency -+ EMS/Fire Agency -8 Duston's Rescue -+~ Incident Scores KP1 Values

Thursday SAM =
October 15th, 2015 125 KPI Sections
1:57:47 PM 1 Series
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Facts

« The Report Writer dashboard is separate from any dashboard page in Report Writer.

« The Report Writer dashboard can have multiple tabs, each of which can contain multiple reports.

« Administrators control the content of the Report Writer dashboard for all users, including selecting
which tabs are available to each security group and what reports are displayed on those tabs. Users
will see the dashboard tabs that their permission group has access to based on setup from the admin-
istrator and will not be able to change it.

« Depending on what modules your system has, you can display transactional reports, analytical
reports and charts and KPI charts on the dashboard. For analytical reports and charts and KPI charts,
you must have the optional Analytics add-on for Report Writer.

Adding a Report Writer Dashboard Tab

Administrators can add and configure a new tab for users to view in their Report Writer dashboard.

Navigation: Report Writer > Load Dashboard button in the left menu > Edit Tabs tab > Add

Facts

« Only administrators with the proper permissions can add a new dashboard tab. Users without the cor-
rect permissions will not see the Edit Tabs tab.

« If you create more tabs than fit on the toolbar, the tabs that do not fit will be included under a More tab.
« The new tab will be visible to everyone belonging to the security groups you select for the tab.

« Inorder for any report to be displayed in a widget on the dashboard, it must be saved and you must
have permissions to access the report.

« Administrators can also add or remove the Default tab from the dashboard by selecting or deselecting
the Default checkbox in the Edit Tabs window. Unless you disable it, the Default tab will always be
displayed for all users so no one will encounter a blank dashboard with no tabs.
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ﬁ? TAKE A LOOK

Manage Dashboard Tabs
Hover-Over Text Security Group Number of Columns
ort Writer Tester
Elite Builder
¥ state State Dashboard Elte User 2[v| @
Report Writer Tester
Elite Builder
*  Agency as Elite User 2 |Z| (%]
v Report Writer Tester
Elite Builder
A Agency Stats Elite User 2 |Z| [%]
L 4 Report Writer Tester
Elite Builder
© Add
Save Close
Instructions

1. From the Manage Dashboard Tabs modal window, click Add.

A new line appears with the details for a new tab.

2. Complete the details for in the blank line at the bottom of the list of tabs.

Hover-Over Text Security Group Number of Columns
[] Defautt 2
¥ state State Dashboard Elite User 2[v| @
Report Writer Tester
Elite Builder
*  Agency as Elite User 2wl @
+ Report Writer Tester
Elite Builder
A Agency Stats Elite User 2 |z| (%]
+ Report Writer Tester
Elite Builder
@ Add
Save Close
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ﬂ PAGE INFORMATION

If you want to change the order that the tabs will appear in on the dashboard, click

: Up/Down the Up arrow to move the tab up in the list or the Down arrow to move it down in the

arrows

All selected security groups will be able to see this tab exactly as you configure it,
although they will see their own organization's data in the reports.

Security HINT:
Group

. To select multiple security groups at the same time, press and hold the Ctrl key
. while clicking each group.

Number

of The number of reports that will be displayed in each row for this dashboard.
Columns
3. Click Save.

The new tab is added to your dashboard.
4. If needed, click the name of the new tab.
5. Click the Display Preferences link in the upper right.
6. Select the checkbox(es) for the widgets that you want to view.

= HINT: If you select a chart report, you can next select any report you have permissions for to
appear in the widget regardless of which widget number you select. Note that if you have used the
same widget on another tab, a chart may appear already selected when the widget loads.

7. Click the Display Preferences link again if needed to collapse the menu and see the entire dashboard.
8. Foreach widget, select the report settings.

= HINT: If the widget included a report immediately and you want to change the report, click the

View and Edit icon L—_lin the upper right corner of the widget to display the options for selecting a
new report.

E Chart Report 19

Chart v || * Select a Report » w

]

erech 8 reporT ITom VoUur (120 OF Iavon o uze e Wiog

[x]
i

-] =1
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ﬂ PAGE INFORMATION

....................................................................................................................

Chart = You will be able to select an analytical chart to appear in this widget (if your
Report system contains the Analytics module).

type :
: Ad-hoc = You will be able to select a transactional report to display in this widget.
Selecta .
Report . Select the name of the report or chart you want to be displayed.

....................................................................................................................

9. As needed, click on the title of any widget you want to move and drag it to where you want it to appear
on the dashboard.
10. When finished, from the upper right, click Save.

Changing Which Report Appears in a Widget

This article explains how to select a different report to appear in an existing report widget on the dashboard.

Navigation: Report Writer > Load Dashboard button in the left menu > dashboard tab > View and Edit
icon in the upper right of the widget

Facts

« Only an administrator can change which report is displayed in a report widget.

« Inorder for any report to be displayed in a widget on the dashboard, it must be saved and you must
have permissions to access the report.

« These changes will be applied for everyone viewing this dashboard.

« As soon as you select a new report, the dashboard will automatically save.

Instructions

1. From the upper right cormner of the widget, click the View and Edit icon
2. Select the new report settings.
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B Chart Report 19

Chart w || * Select a Heport » w

Select & report from your lizt of favorites fo uee in thiz widget

o PAGE INFORMATION

Chart = You will be able to select an analytical chart to appear in this widget (if your
Report system contains the Analytics module).

type
: Ad-hoc = You will be able to select a transactional report to display in this widget.

.
TR PP P PP PR PR PEPRRPEPS :
.

.

Select a Select the name of the report or chart you want to be displayed.

Refreshing your dashboard allows you to refresh all the reports included onit.

Navigation: Report Writer > Load Dashboard button in the left menu > Refresh Dashboard button

Display Preferences | Save

State Agency | Agency Stats | Hew Dashboard | EDIT TABS Refresh Dashboard

"l £ Percent of Calls over 65 Comparisons.

Percent of Calls over 65 Comparisons

F. Validity Scores Meeting Target - Peer Benchmarks

Validity Scores Meeting Target - Peer Benchmarks

KPI Sections.

& EMS (N=0) 1 Series

Not Reported (N=286) I

KPI Sections

Developer Region (N=7) l

Facts
« Ifyourreport includes analytical KPI charts, refreshing your dashboard will allow you to select new

benchmark values if needed.
« Refreshing the dashboard will refresh the charts, which can allow them to pull any new data to be

included.
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1.3 STANDARD REPORTS OVERVIEW

Standard reports are pre-created with all fields and display options defined for the user.

Navigation: Report Writer > report name from the left menu

Facts

« Standard reports are not customizable.
« For some standard reports, you can use filters to narrow down the result or even to determine which

sections will appear on the report.

Generating and Viewing Standard Reports

Standard reports are available from the All Reports section in the All Reports section of the left menu and
(for reports that you have marked as favorites) in the My Reports section of the left menu.

Navigation: Report Writer > All Reports or My Reports section > report name

~

Create a Report

My Reports

I ACS Billing (2)

I Admin [25)

35 Call Violumes by Day and
Hour Report

.@ Cardiac Arrest
@ intubation report

I Billing (2)
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Facts
« You can use the Search text box in the left menu or expand the categories to more easily find the
report you are looking for.

« Category names have a folder icon to their left side, while reports have an icon indicating which type
of report it is.

« Clicking the name of a category once will expand it to show all the reports inside. Clicking it again will
collapse the folder to hide all reports inside.

« Some standard reports will allow you to set specific Filter values to select which information will be
included in the report.

Instructions

Click the report name from the left menu of Report Writer.
2. If apage appears before the report, use the fields on the page to enter any filter values to determine or
narrow down which information will appear on the report.

= HINT: If your report has multiple different filters, remember that only information for records that
match all the criteria you enter here will appear.

A

Create a Report @8 Print Report  5ig Remove from My Reports

-

®|zearch Call Volumes by Day and Hour Report
Date incident Reported |01/01/2014 | B 1o 10/31/2014 | E (mmvddiyyyy)
My Reports Area | Region/Service w

Region n
122 ACS Billing (2) Air Ambulance
2 Admin (25) Q‘;ﬂihads
College/Schools
S AMF EDS Conf (1) Emergency Ground Transport ALS v
3 Auait Report @ ) Servee
g 2014 EDSCorf Rescus EMS
3 Benchmark Reports (3) 4 ACCOMACK CO DEPT OF PUBLIC SAFETY
{=| call volumes by Day and N_"'-ﬂﬁﬂher Region
Hour Report Air Methods Demo 2
Air Methods Demo Flight Service
S| Cardiac Arrest allina
=P Allina Medical
IS/ intubation report Ashley EMS & Rescue
(= silling (2) Beth EMS & Rescue
BLOXOM VOLUNTEER FIRE COMPANY
|2 call information (8) Boom Rescue
Bucks County
12 Clinical (3) Century College
CHINCOTEAGUE VOLUNTEER FIRE COMPANY ]
22 Demo (3) L
Type of Service Requested | [N A
|2 EMS Chart Report Samples 511 Response (Scene)
(15) FlagdownWalk-in Emergent
2 Incident (5) Flagdown/Walk-in Non-emergent
nciden Intercept
. Interfacility Transfer (Scheduledy v e
@ Mapping (1)

23 My Favorites (2)

3. When you have selected all desired criteria, click Search or Continue.
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The report appears.

~
T —
Create a Report 8 Print Report i@ Remove from Wy Reports
- Call Volumes by Day and Hour ~
W IMAGETREND From 0410414 Ta 405114
@ search EMS SERVICE BRIDGE Report Printed On: 10/31/2014
Hour Sunday  Monday  Tuesday Wednesday  Thursday  Friday  Saturday Total  Average Percentage
My Reports 0001 - 0300 ] 2 1 0 ] 2 1 1 218%
0301 - 0600 ] ] 2 2 ] ] ] 4 1 1.45%
&) ACS Biling (2) 0601 - 0900 1 2 14 6 13 4 ] 84 9 23.27%
0901 - 1200 1 10 19 24 8 1 ] 6 9 2291%
2 Admin (25) 12011500 1 16 20 i 22 4 1 81 12 29.45%
1501 - 1800 ] 1 6 8 5 2 1 2% 4 9.45%
&2 AMF EDS Conf (1) 1801 - 2100 0 5 2 7 1 0 1 16 2 s82%
) Audit Report (8) b 2101 - 0000 ] 2 9 2 1 ] 1 15 2 5.45%
Total 3 65 73 66 50 13 5 275 E) 100.00%
(D Benchmark Reports (3) { Aver 7 3 3 7 5 2 T 3"|
{=] call Volumes by Day and Percentage 109%  2364% 26.55% 24.00% 18.48%  473% 182%  100.00%|
Hour Report
[ cardiac Arrest
i) intubation report Call Volumes by Day and Hour
h Billing (2) B Sunday B Monday B Tuesday B Wednesday B Thursday B Friday B Saturday
[ callinformation (8) 100
a0
(23 Clinical (3) .
(©2 pemo (3) 40
(23 EMS Chart Report Samples 27
(18) o
Sunday Manday Tuesday Wednesday Thursday Friday Salurday
(2 ncident (5)
[ Mapping (1) Cali Volumes by Day and Hour
(2 my Favorites (2) o v
(22 Operations (1)

Adding Standard Reports to your My Reports

Report Writer provides a My Reports section that can be configured for each user. You may add reports to
this category for easy access.

Navigation: Report Writer > All Reports section > report name > Add to My Reports
-~
All Reports
i Print Report 545 Add to My Reports
£ Admin (5) -
I Audit Report (4) Destination by Procedure Report
£ Benchmark Reports (3) Date Incident Reported |01/01/2014 | 0 10 |10/31/2014 | T3 (mmiddryyyy)
Service | All Servi
;E Call Wolumes by Day and P e emees e
Hour Report rocedure | Paripherally Insetted Cantral Catheter (PICC) - ... -
12 Lead ECG

Facts

« Reports added to My Reports will also remain in their original categories under All Reports.

« Standard reports added to My Reports will be included in the same category as they appear within in
All Reports. For example, if you add the Staff Roster report in the Administrative Reports category to
your My Reports, the Administrative Reports category will then appear in My Reports, with only the
Staff Roster report (or any additional reports you have saved from that category).

Printing a Copy of a Standard Report

You can print a copy of a report if you have a printer available from the computer you are viewing the report
on.

Navigation: Report Writer > All Reports section > report name > generate the report > Print Report

4/26/2016 IMAGETREND" Page | 14



Facts

« Clicking the Print Report button will open the Print dialog box for your browser, which you can use to
print the report.

1.4 TRANSACTIONAL REPORTS OVERVIEW

Creating a transactional report can be a simple or a detailed procedure, depending on the complexity of the
report you want to create. Before beginning a transactional report, you should begin by considering each of
the elements you will need to work with to create the report.

Elements of a Transactional Report

Data Set

Each report generated in Report Writer must start from a Dataset. Data sets hold individual data points that
you can report on. Depending on how the system is set up, certain data points may be held in multiple data
sets.

Columns

Within a data set, you can select pieces of information to be included in each Column of the report. These
pieces of information are based on the fields filled out throughout the application

Display

On this page, users can set the Sort Order of fields, select numeric fields to display a variety of cal-
culations for a specific column including averages, totals, the minimum value, maximum value, variance
and standard deviation, determine the alignment of the field display and pre-define a date range for date
fields.

Grouping

If the records should be clustered according to a certain type of information you will need to set up Grouping
rules. You have the option to group multiple times for further organization. Each group can be sorted in
ascending or descending order

Sorting

If the records should be sorted alphabetically or numerically, you can choose to sort the records based on
the results in each column by using Sorting (e.g., sorting users alphabetically by last name). When used
with grouping, you can only sort fields that have not been grouped. If grouping is also used, sorting will be
applied after grouping. In this case, after all grouping has been performed and each group has been sorted
according to their criteria, the records within each group will be sorted according to the criteria selected
here.

Criteria and Filtering
Both Criteria and Filter options are included in the Criteria tab. Criteria will allow you to determine limits on
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the data that will be displayed every time this report is displayed. F

Filters allow you to specify a new value for a criterion each time the report is run. For example, you could
use filters to specify the dates that the report examines, so that each time the report is run, users can spe-
cify which dates they want to look at.

Criteria and filters are important for narrowing the number of results displayed. If your organization has hun-
dreds or thousands of records in the system, this is very important to limit the length of the report and pre-
vent the system from timing out when trying to retrieve a large number of records.

Additional Options

The Additional Options tab includes a variety of settings related to the appearance and functionality of your
report, including options to customize the appearance (such as headers, footers and different colors), the
number of records to appear per page and whether the report description or filters (when existing) should
appear at the bottom of the report.

Report Access

You can manage access to a report you create if desired. This can include saving the report, setting who
can view or edit it, scheduling the report to run at a specific interval or exporting the report. These options
are available from the Actions tab, as well as many other report options.

Step One: Selecting a Dataset

The first step for creating a report is selecting the dataset with the columns you want to include.

Navigation: Report Writer > Create a Report > Create a Transaction Report section > dataset name

Facts

« Reports can only use columns from a single dataset.
« Once you select a dataset, you will be brought to the Columns page to begin creating your report.

Step Two: Selecting Columns

Each column represents a piece of information that will be displayed on the report. For most transactional
reports, these pieces of information will be displayed in a column in a text-based report.

Navigation: Report Writer > Columns tab of the report

Facts

« You can use the Search box in the Select Columns section to quickly find the column(s) you want to
add. As you start typing in the Search box, the options in the Available scroll list will be narrowed
down to display only columns with names with names that match the text you entered.

« Once you have selected columns, you can use the Up and Down buttons next to the Selected scroll
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list to change the order of the columns as they will appear in the report. To change the order, select
the column you want to move and click the Up or Down button as appropriate.

« Columns listed in the Available list can be added to the report. Columns listed in the Selected list will
be displayed on the report.

« You must add columns to see a report. After completing this step, you can click the Generate link at
any time to see how your report looks with the settings you have already added, then return to the
tabs to edit your report further if needed.

« Once you select your columns and click Continue, you will be brought to the Display tab.

Instructions

1. Select the dataset for the report.
2. Select the first column you want to add to the report.
= HINT: You can also add custom columns to your report, which allows you to build a column

based on specific calculations. For more information, refer to Creating Custom Columns on page
17.

3. Click the Addicon
The column is moved to the Selected list.

= HINT: ADDITIONAL SCROLL LIST OPTIONS

Each of the icons in the scroll list performs a different function. The Add icon moves the cur-

rently selected item in the Available list to the Selected list. The Remove icon moves the
currently selected item in the Selected list to the Available list.

4. Repeat steps 2 — 3 until all columns are added.
5. Click Continue to move on to the next step.

Creating Custom Columns

The Create Columns feature in Report Writer allows you to add a configurable column to your reports.
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Navigation: Report Writer > Columns tab of the report > Create Column button

Columns Display Grouping Sorting Criteria Additional Options Actions ¥ Generate Report »

This new report has not yet been saved. To save your report, go to Actions -= Save.
Columns @

& Data Set: Incident Change View

Select Columns

Search:
Available Selected
911 Caller (IT5.8) P
ACN Call Back Phone Number
ACN High Probability of Injury (IT26.14)
ACN Incident ID (T26.2)
ACH Incident Location Lat ([T26.5)

ACN Incident Muli mpacts (T25.12)

ACN Incident PDi 26.15)

ACN Incident R er (IT26.16)

ACN Incident le Body Type (IT26.7)
ACN Incidept, icle Make (IT26.9)

ACH Incide icle Manufacturer (IT26.8) W

Create Column...

Continue

Facts

« The Custom Columns feature allows you to configure the data points to change the way information
is displayed or to add a column with information from a calculation (such as an average value or a cus-
tom time difference).

« You can create as many custom columns as you would like within your report. However, keep in
mind that since the system will need to perform calculations to generate custom columns, alarge
number of custom columns could significantly slow down your report.

« Not all custom columns will be available for each data set. The available options are based on the
data set and data points and will be shown in the Create Column modal window.

« All custom columns that are added to a report will have an asterisk in front of their name. When look-
ing for the column in alphabetical lists (such as the lists of columns in the Grouping tab or when
adding criteria), this will move the custom column names to the top of the list.

Types of Custom Columns

Each type of custom columns allows you to create a column with a specific calculation or that displays spe-
cific information in a certain way.

Average Column

An average column allows you to view the average of all the data for this column.
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Count
A count column displays the number of values for this column.
Cumulative Distribution

A cumulative distribution column calculates and displays the percentage of records with a value less than
or equal to this record.

= HINT: Cumulative distribution is a statistical calculation that may be most familiar as the function
that creates the “curve” for a test. It calculates the percentile for a record based on both the score/value
and the number of records at each score/value.

Date Difference Column

Custom date difference columns allow you to create a column that displays the difference between two
date/time columns.

Date Part

A date part columns allows you to display a specific part of a date associated with a record; for example,
just the year or just the month.

List Column

A list column "rolls up” all the data that belongs together in an easy-to-read group.

= HINT: There is also an option for not displaying duplicated data in the Display tab; however, using a
list column allows you to build criteria based on aggregate data.

Math Column

You can use numeric columns from data sets and numeric literals (e.g., numbers and mathematical sym-
bols like + and -) to create custom columns based on mathematical expressions.

Maximum Column
A maximum column displays the highest value for the records associated with this column.
Median Column

A median column displays the median value, or the value that is in the middle, of all the records associated
with this column.

EXAMPLE: If a median column was working with the values 10, 11 and 12, it would display 11.

Minimum Column

A minimum column displays the lowest value for the records associated with this column.
Nth/Ordinal Column

An Nth/ordinal column allows you to view the "Nth" value (for example, the first value) in the column.
Percent of Total

A percent of total column allows you to calculate and display the percentage of the grand total for a numeric
data element.
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Percent Rank

A percent rank column calculates and displays the percentile (e.g., 10th percentile) that each record is in
based on its value (e.g., 30) compared to the other records in the report.

= HINT: This type of calculation may be most familiar based on school testing, where you might be
informed that a child is in the 95th percentile of all children based on their score.

EXAMPLE: This type of function would allow you to examine validity scores for each incident. If a spe-
cific run form had a score of 75, which was better than 50% of scores, the column would display 50%.

Percentile

A percentile column shows you the value (e.g., 5) associated with specific percentile that you select (e.g.,
65%) based on all the records included in the report.

EXAMPLE: This type of function would allow you to view the validity score that was at the 50th per-
centile of scores.

Standard Deviation

A standard deviation column calculates and displays the standard deviation for each record, indicating how
much each value varies from the average value.

Sum
A sum column displays the sum of all values for each record or for all records in a group.
Text Column

Custom text columns are a way to combine text columns and data in numerous ways. With this feature
you can reduce the number of columns that are generated in the report while still retaining the information
they hold.

Variance

A variance column displays the variance of each value, or how far apart the values are from each other.

How to Build an Average Column

Average columns display the average value for columns that may have multiple values.

Facts

« Average custom columns are generally useful for columns that may have multiple values for a single
record; for example, the medication dosage.

« This differs from the Average option in the Display tab in that if you create an average custom
column, an average value will be displayed in each row. The Average option on the Display tab, by
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contrast, is designed for reports where you want to see a row for each value, with the average dis-
played at the bottom of a grouping.

« One great advantage of creating an average custom column (as opposed to adding an average cal-
culation in the Display tab) is that you can create criteria based on the custom columns.

« When using an average custom column, the average of the column you select will be calculated by
default for each row. If needed, you can choose to calculate the average by a different value, which
may result in multiple rows appearing for the same record.

Instructions

1. From the Columns tab, click Create Column.
2. Select Average for the column type.
3. Enter the appropriate details.

Create Column

Type: Average W
Name:
Column: |+ Column *
Sorted By: |+ Entire Report » w
Distinct Values: (_ves (@No

Apply to anly & distinct listing of values

Add Cancel
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0 PAGE INFORMATION

....................................................................................................................

A name for the column, which will appear in the header row for this column in the
: report.

Name
& NOTE: Be sure to note the name of each custom column you create. You will

need its name if you want build criteria based on it.

Column The column you want to view average information for (for example, the average age).

Determines what you want to group the values by for the average (for example, to
view the average age for each job title, you would select Job Title).

= HINTS:

« If you select Entire Report, the average will be calculated for each row based
; on the values in the line. For example, if there is a line for each date, the aver-
Sorted age will be calculated for each date. This is the most commonly used option
By for average columns.

« Selecting a value allows you to view the average for a value not included in
the report. This may result in additional lines being added to your report. For
example, if your report includes only a date column and an average age
column but you choose to sort the average by job title, you will see multiple
rows for each date, one for each job title.

. N .
Ve I T N T T e

Yes = Use only unique values in this calculation (e.g., if a value appears in three dif-

' ferent records included in this calculation, it will only be used once in calculating the
. Distinct : value).
Values No = Use all values in this calculation (e.g., if a value appears in three different
: records included in this calculation, it will be used three times in calculating the
: value).

....................................................................................................................

4. Click Add.

How to Build a Count Column

Count columns display the number of records for a column that may have multiple records.

Facts

« Count custom columns are generally only useful for columns that may have multiple records asso-
ciated with a single item; for example, medications administered.

« This differs from the Count option in the Display tab in that if you create a count custom column, one
row will display with the count for each related value. The Count option on the Display tab, by con-
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trast, is designed for reports where you want to see a row for each value, with the count displayed at

the bottom of a grouping.

« One great advantage of creating a count custom column (as opposed to adding a count calculation in

the Display tab) is that you can create criteria based on the custom columns.

« When using a count custom column, the count of the column you select will be calculated by default
for each row. If needed, you can choose to calculate the count by a different value, which may result
in multiple rows appearing for the same record.

Instructions

1. From the Columns tab, click Create Column.

2. Select Count for the column type.
3. Enter the appropriate details.

Type: Count W
Name:

Column: | _ All Rows - =

Sorted By: | + Entire Report =

Add

rdz in & result zef, use the de

count of alf non-Null valuesz for s =p

Create Column

Cancel
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0 PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the

: report.
Name
& NOTE: Be sure to note the name of each custom column you create. You will
need its name if you want build criteria based on it.
The column you want to view the number of items for. :
. & NOTE:
Column :
If you select All Rows, the count column will display a count of all records in the res-
ults set (e.g., in the report or in the grouping).
Determines what you want to group the values by for the count (for example, to view
the count of staff by department, you would select Department).
= HINTS:
« If you select Entire Report, the count will be calculated for each row based on
. the values in the line. For example, if there is a line for each date, the count
Sorted will be calculated for each date. This is the most commonly used option for
By : count columns.

« Selecting a value allows you to view the count for a value not included in the
report. This may result in additional lines being added to your report. For
example, if your report includes only a Hire Date column and a count of
employees column but you choose to sort the count by department, you will
see multiple rows for each date, one for each department.

« This option is not available if you selected All Rows for the column.

Yes = Use only unique values in this calculation (e.g., if a value appears in three dif-
ferent records included in this calculation, it will only be used once in calculating the
. . value).
1 Distinct | v = Use all values in this calculation (e.g., if a value appears in three different
Values  records included in this calculation, it will be used three times in calculating the

: value).

& NOTE: This field will not appear until you have selected a column.

4. Click Add.

How to Build a Cumulative Distribution Column

A cumulative distribution column calculates and displays the percentage of records with a value less than
or equal to this record.
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Facts
« Cumulative distribution custom columns are generally useful in situations where you want to com-
pare a single value against all the other values for the report or in a group, such as for validity scores.

« Cumulative distribution is a statistical calculation that may be most familiar as the function that cre-
ates the “curve” for a test. It calculates the percentile for a record based on both the score/value and

the number of records at each score/value.

Instructions

1. From the Columns tab, click Create Column..
2. Select Cumulative Distribution for the column type.
3. Enter the appropriate details.

Create Column

Type: Cumulative Distribution | w

Name:

Column: |« cgumn=+ || asc [w

Partition By: |« 4]+ w

Add Close
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ﬁ PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the
: report.
Name
&« NOTE: Be sure to note the name of each custom column you create. You will

need its name if you want build criteria based on it.

el b e e e e :
: :

Use the first drop down menu to select the column you want to view the cumulative
Column distribution for. Use the second drop down menu to select whether you want the cal-
: culation to be performed on records in ascending (0—10) or descending (10-0) order.

The field that should be used to select which records the calculation is comparing
. against.

EXAMPLES:

If you want to view the cumulative distribution of validity scores within a region,
you would select Region.

Partition If you want to compare all of a staff member’s incident forms by viewing the cumu-
: By | lative distribution of validity scores for each person’s run forms, you would select
Crew Member ID or Crew Member Full Name.

= HINT: If you want to do multiple comparisons and view the cumulative dis-
tribution based on multiple criteria, you can create multiple cumulative distribution
columns.

4. Click Add.

How to Build a Custom Date Difference Column

Custom date difference columns allow you to create a column that displays the difference between two
date/time columns.

Facts

« The result of date difference columns are returned as a numeric value. The difference between two
date/times can be returned in any of the following increments:

o Years

o Quarters

o Months

o Day of year
o Days

4/26/2016 IMAGETREND Page | 26



o Weeks
o Hours
Minutes

o

Seconds

(o}

Instructions

1. From the Columns tab, click Create Column.
2. Select Date Difference for the column type.
3. Enter the appropriate details.

Create Column

Type: | Date Difference W

Name:

Later Date: |+ | ater Date » w

Earlier Date: |« Earfier Date +

Date ence = Later Date - Earlier Date

Date Increment. | - Date Increment - W

Add Cancel

ﬂ PAGE INFORMATION

A name for the column, which will appear in the header row for this column in
: the report.
Name
&~ NOTE: Be sure to note the name of each custom column you create.

You will need its name if you want build criteria based onit.

Later Date and The later and earlier date columns for the equation: the earlier date column's
Earlier Date value will be subtracted from the later date column.

The unit in which you want to view the difference between the two dates (e.qg.,
: minutes, hours, days). '

4. Click Add.

4/26/2016 IMAGETREND" Page | 27



How to Build a Custom Date Part Column
Custom date part columns allow you to create a column that displays a specific part of a date associate

with a row, such as just the

Facts

year or just the month.

« Date part columns can be useful for building criteria. For example, if you want to view all incidents in
March, you can create a date part column to view the incident month and create a criterion based on

it.

Instructions

1. From the Columns tab, click Create Column.
2. Select Date Part for the column type.
3. Enter the appropriate details.

Create Column

Type: | Date Part v]
Name:
Date Column: | « Date Column = =
Date Increment: - Date Increment - W
Add Close
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ﬁ PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the

: report.
Name
& NOTE: Be sure to note the name of each custom column you create. You will
need its name if you want build criteria based on it.
' Select which date you want to display a part of. :
Date
Column EXAMPLE: If you want this column to display the incident month, you would
select the Incident Date column.
The part of the date you want to appear in this report.
< HINTS:
Dat « If youwant to display multiple parts, you can create multiple columns.
ate

Increment | « You may notice several with number options (e.g., Month with Number).

; This will display both the “plain English” name and the associated number
(e.g., 01 January). This can be helpful if you want to sort by the date, since
it will put the items in chronological order based on the number rather than

alphabetical order.

4. Click Add.

How to Build a Custom List Column
Aggregate or list columns “roll up” the data that belongs together in a single, easy-to-read group, repeating
only information that is different.

Facts

« This same effect can be achieved with the Row Value Repetition setting in the Display tab; however,
creating a custom list column enables you to create criteria based on the aggregation.

=i Recommendation: If you want to roll up duplicate values only to make your report easier to read
(rather than for creating criteria), we recommend that you use the Row Value Repetition setting on the
Display tab. Creating a list custom column performs some extra calculations that can make generating

your report slower than using the setting in the Display tab.

Instructions

1. From the Columns tab, click Create Column.
2. Select List for the column type.
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3. Enter the appropriate details.

Create Column
Type: | List v |
Name:
Base Column: | .« Baze Column *
Grouped By: | - Select Base Column - | w
Sorted By | - Select Base Column- |w | asc |w
Add Close

ﬁ PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the
: report.
Name
& NOTE: Be sure to note the name of each custom column you create. You will

need its name if you want build criteria based on it.

 REEREEE RS :

Base Select the column with the multiple values that you want to see “rolled up” (e.g., the
Column Patient Full Name column).

Grouped Select how the base column should be grouped (e.g., if you want to see the patients
By together for each day, select appropriate date field).

Use the first drop down menu to select the values by which this column should be
sorted within each record (e.g., if you want to put the records in order alphabetically

Sorted . by patient name, select Patient Full Name). Use the second drop down menu to
. select whether records should be sorted in ascending (a—z) or descending (z—a)
 order.
4. Click Add.
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How to Build a Custom Math Column

You can use numeric columns from data sets and numeric literals (e.g., numbers and mathematical sym-
bols like + and -) to create custom columns based on mathematical expressions.

Facts

« The multiply, divide, add and subtract operators are supported. You can also group expressions using
parentheses. For example, you can create a math column that adds the mileage to the scene and to a
destination to see the total mileage for each incident.

Instructions

1. From the Columns tab, click Create Column.
2. Select Math for the column type.

The Math options appear.
Type: Math W
Name:
Expression: - - v =z %
+ W ] - v | %
@ aaa
Add Cancel

3. Use the Name field to enter a name for the column.

&« NOTE: Be sure to note the name of each custom column you create. You will need its name if
you want build criteria based on it.

Q 2 dd
A0a

4. As needed, click the Addicon to add new lines to the equation.

5. Enter the appropriate details for each line of the equation.
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0 PAGE INFORMATION
Select the operator (e.g., +, - ) to relate this line to the previous one.
Operator (first
drop down menu) | © NOTE: This drop down menu does not appear for the first line in the

equation
If you are building a complex equation that requires parentheses, use this

Opening Par-  drop down menu to enter the opening parentheses.
entheses (second
drop down menu) : = HINT: It can sometimes be easier to add parentheses after building

the rest of the equation.

§ et eeeeaaaaaa- b e e e e e e e e e e eemmeaseeeaeeeeeaaeaasaeaaseeeameaanecacseesesseeennenanseemasaennannnn= .

Select the field with the value you want to use for this line of the cal-

 culation.
Field (third drop :
down menu) = HINT:Ifyouwanttouseaconstant (e.g., 5)instead of the value in

afield, click the Edit icon at the end of the line to change the drop down
menu into a free text box.

If you are building a complex equation that requires parentheses, use this

Closing Par- : drop down menu to enter the closing parentheses.
entheses (last
drop down menu) : = HINT: It can sometimes be easier to add parentheses after building

the rest of the equation.

RRCLECRCTERPEPRRTLE e nE TR TP PP PO PR PP P PEP P PEPPEPERPEPRREE :

If you want this line to calculate with a constant (e.g., 5) instead of the
Edit icon value in a field (e.g., the height of the fall), click the Edit icon to change
: the Field drop down menu into a text box.

R LR TR e LR T

Click this icon to remove this line of the equation.

Remove icon ~ WARNING: If you click this icon to remove a line, you cannot

recover any information you had filled in.

6. Click Add.

How to Build a Custom Maximum Column

Maximum columns display the largest value for a column that may have multiple records.

Facts

« Maximum custom columns are generally useful for columns that may have multiple records asso-
ciated with a single row. For example, medication dosage.

« This differs from the Max option in the Display tab in that if you create a maximum custom column,
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one row will display with the maximum value. The Max option on the Display tab, by contrast, is
designed for reports where you want to see a row for each value, with the maximum value displayed
at the bottom of a grouping or report.

« One great advantage of creating a maximum custom column (as opposed to adding a maximum cal-
culation in the Display tab) is that you can create criteria based on the custom columns.

« When using a maximum custom column, the maximum value of the column you select will be cal-
culated by default for each row. If needed, you can choose to calculate the maximum by a different
value, which may result in multiple rows appearing for the same record.

Instructions

1. From the Columns tab, click Create Column.
2. Select Maximum for the column type.

3. Enterthe appropriate details.

Create Column

Type: | Maximum v

Name:
Column: |« Column + =

Sorted By: | + Entire Report = w

Add Cancel
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0 PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the
: report.
Name
& NOTE: Be sure to note the name of each custom column you create. You will

need its name if you want build criteria based on it.

RS e = o ososisisessesseeseesss :

Column : Select the column you want to view the maximum value for.

Determines what you want to group the values by for the maximum (for example, to
view the maximum length of service for each department, you would select Depart-
. ment).

= HINTS:

« If you select Entire Report, the maximum value will be calculated for each
row based on the values in the line. For example, if there is aline for each
shift, the maximum will be calculated for each shift. This is the most com-
monly used option for maximum columns.

Sorted
By

« Selecting a value allows you to view the maximum for a value not included in
the report as a column. This may result in additional lines being added to your
report. For example, if your report includes only a Shift Name column and a
Maximum Years of Service column but you choose to sort the maximum by
department, you will see multiple rows for each shift, one with the maximum
value for each department.

4. Click Add.

How to Build a Custom Median Column

Median columns display the value that is in the middle of a set of values for a column that may have mul-
tiple records.

Facts

« Median custom columns are generally only useful for columns that may have multiple records asso-
ciated with a single item. For example, validity scores for a region or agency.

Instructions

1. From the Columns tab, click Create Column.
2. Select Median for the column type.
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3. Enter the appropriate details.

Create Column
Type: | Median W
Name:
Column: |« cpumne+w || asc |w
Partition By: |« ajj s w
Distribution Type:  (@Continucus  (_Discrete
Add Close

{' PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the

: report.
Name
& NOTE: Be sure to note the name of each custom column you create. You
will need its name if you want build criteria based on it.
Use the first drop down menu to select the column you want to view the median
Colu value for. Use the second drop down menu to select whether you want the cal-

: culation to be performed on records in ascending (0—10) or descending (10-0)
 order.

The field that should be used to select which records the calculation is comparing
. against.

Partition By | | EXAMPLES:

« If you want to view the median value of all validity scores within a spe-
cific agency, you would select Agency Name.
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« If youwant to compare all of a staff member’s incident forms by viewing
the median validity score for each person’s run forms, you would select
Crew Member ID or Crew Member Full Name.

= HINT: If you want to do multiple comparisons and view the median value
for multiple things, you can create multiple median columns.

b e e e e e e eeeaaaa bm e mmmmm e e e e memeaeeeaeaeameaeaemeaeaeameaememeaeeeomeeeaemeaeeeeeeeoameaeaeaeaeaeaaaaaan '
' '

. Continuous = The exact, calculated median value.

. Discrete = The middle value from the actual values that were used in the cal-
 Distribution : culation.

Type HINT: Most of the time for median calculations, a continuous and discrete
value will be the same. However, if there is an even number of values, they
may be slightly different.

4. Click Add.

How to Build a Custom Minimum Column

Minimum columns display the smallest value for a column that may have multiple records.

Facts

o Minimum custom columns are generally useful for columns that may have multiple records asso-
ciated with a single row. For example, medication dosage.

« This differs from the Min option in the Display tab in that if you create a minimum custom column, one
row will display with the minimum value. The Min option on the Display tab, by contrast, is designed
for reports where you want to see a row for each value, with the minimum value displayed at the bot-
tom of a grouping or report.

« One great advantage of creating a minimum custom column (as opposed to adding a minimum cal-
culation in the Display tab) is that you can create criteria based on the custom columns.

o When using a minimum custom column, the minimum value of the column you select will be cal-
culated by default for each row. If needed, you can choose to calculate the minimum by a different
value, which may result in multiple rows appearing for the same record.

Instructions

1. From the Columns tab, click Create Column.
2. Select Minimum for the column type.
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3. Enter the appropriate details.

Create Column

Type:

Minimum W ‘

Name:

Column: |« Column « =

Add Close

{' PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the
: report.
Name
« NOTE: Be sure to note the name of each custom column you create. You will

need its name if you want build criteria based onit.

Column : Select the column you want to view the minimum value for.

Determines what you want to group the values by for the minimum (for example, to
view the minimum length of service for each department, you would select Depart-
: ment).

Sorted = HINTS:

B
y « If you select Entire Report, the minimum value will be calculated for each row

based on the values in the line. For example, if there is a line for each shift,
the minimum will be calculated for each shift. This is the most commonly
used option for minimum columns.
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« Selecting a value allows you to view the minimum for a value not included in
the report as a column. This may result in additional lines being added to your
report. For example, if your report includes only a Shift Name column and a
Minimum Years of Service column but you choose to sort the minimum by
department, you will see multiple rows for each shift, one with the minimum
value for each department.

4. Click Add.

How to Build a Custom Nth Column

Ordinal or Nth columns allow you to view only the “Nth” value that appears for a record, where you get to
specify what N is.

Facts

« Nth custom columns are generally only useful for columns that may have multiple records associated
with a single row. For example, medication dosage or the number of personnel on each apparatus for
anincident.

Instructions

1. From the Columns tab, click Create Column.
2. Select the Nth column type.
3. Enter the appropriate details.

Create Column

Type: | Nth v
Name:
Base Column: | . Baze Column » =
N: th

Grouped By: | - Select Base Column - |

Sorted By: | - Select Base Column - |v || asc |w

Add Cancel
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ﬁ PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the

: report.

Name
i« NOTE: Be sure to note the name of each custom column you create. You will
© need its name if you want build criteria based on it.

Base : e
: The column that you only want to view a specific value for.

Column :
Nth The number corresponding to the desired N value (e.g., type 1 if you want to view

 only the first value).

: What you are viewing the Nth value for.
: Grouped | EXAMPLE:

B
y To view the first medication for an incident, select Incident Number.
The column that should be used to place values in order. '
! EXAMPLE:
Sorted
By 5 To view the first medication based on time, select Medication Date/Time Admin-
istered. To view the first medication based on the amount given, select Medic-
ation Dosage.
4. Click Add.

How to Build a Custom Percent of Total Column

A percent of total column allows you to calculate and display the percentage of the grand total for a numeric
data element.

Facts

« This columnis not affected by grouping. The Percent of Total column type will display the percentage
that each row is of the grand total (not of the group sub-total).

« The percent of total value of the column you select will be calculated by default for each row. If
needed, you can choose to calculate the percent of total by a different value, which may result in mul-
tiple rows appearing for the same record.

Instructions

1. From the Columns tab, click Create Column.
2. Select Percent of Total for the column type.
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3. Enter the appropriate details.

Create Column
Type: | Percent of Total v
Name:
Column:
Sorted By: Report * =
Add Cancel

ﬂ PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the
: report.
Name
& NOTE: Be sure to note the name of each custom column you create. You will

need its name if you want build criteria based onit.

S e e m e e e e e e e e e e e e e e eeeaeaeeaeeaceaeeaceaceeaeeaeaaeaaaan :

The data element for which you want to view the percent each record makes up of the
: grand total.

Determines what column you want use to define the total values for the percent of
total (for example, to view the percent of total length of service for each department,
: you would select Department).

= HINTS:

« If you select Entire Report, the percent of total value will be calculated for
each row based on the values in the line. For example, if there is a line for
each shift, the percent of total will be calculated for each shift. This is the
most commonly used option for percent of total columns.

Sorted
By

« Selecting a value allows you to view the percent of total for a value not
included in the report as a column. This may result in additional lines being
added to your report. For example, if your report includes only a Shift Name
column and a Percent of Total Years of Service column but you choose to
sort the percent of total by department, you will see multiple rows for each
shift, one with the percent of total value for each department.
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4. Click Add.

How to Build a Custom Percent Rank Column

A percent rank column calculates and displays the percentile (e.g., 10th percentile) that each record is in
based on its value (e.g., 30) compared to the other records in the report.

Facts

« Percent rank custom columns are generally useful in situations where you want to compare a single
value against all the other values for the report or in a group, such as for validity scores.

EXAMPLE: This type of function would allow you to examine validity scores for each incident. If a

specific incident form had a score of 75, which was better than 50% of scores, the column would
display 50%.

Instructions

1. From the Columns tab, click Create Column.
2. Select Percent Rank for the column type.
3. Enter the appropriate details.
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Create Column

Type: ‘ Percent Rank v‘

Name:

Column: |« cpumne+w || asc |w

Partition By: |« ajj s w

Add Close

ﬂ' PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the
: report.
Name
= NOTE: Be sure to note the name of each custom column you create. You will

need its name if you want build criteria based on it.

S P ecececcacoacceeceeaaaaaanacaacaecacececaaeancaaacaacacceeaaanacanancaaacancceccccaeaeeancanaacaccccccscccananannnnanas N

Use the first drop down menu to select which column you want to view the ranking '
Column for. Use the second drop down menu to select whether you want the calculation to be :
: performed on records in ascending (0—10) or descending (10-0) order.

The field that should be used to select which records the calculation is comparing
: against.

Partition EXAMPLE: If you want to view the rank of validity scores within a region, you
By : |Wwouldselect Region.

= HINT: If you want to do multiple comparisons and view the ranking based on
multiple criteria, you can create multiple percent rank columns.

4. Click Add.
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How to Build a Custom Percentile Column
A percentile column shows you the value (e.g., 5) associated with specific percentile that you select (e.g.,
65% ) based on all the records included in the report.

= HINT: This type of calculation may be most familiar based on school testing, where you might be
informed that a child is in the 95th percentile of all children based on their score.

Facts

« Percentile custom columns are generally only useful for columns that may have multiple records
associated with a single item; for example, validity scores for a region or service.

EXAMPLE: This type of function would allow you to view the validity score that was at the 50th
percentile of scores.

Instructions

1. From the Columns tab, click Create Column.
2. Select Percentile for the column type.
3. Enter the appropriate details.
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Create Column

Type: | Percentile v
MName:
Column: |« coumn =+ | asc |w
Partition By: |« ajj s w
Distribution Type:  (@Continucus  (_Discrete

Percentile:

Percentile must be between 0 and {100

Add Close

ﬂ' PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the

: report.
Name
& NOTE: Be sure to note the name of each custom column you create. You
will need its name if you want build criteria based on it.
: Use the first drop down menu to select which column you want to view percentile
Column . information for. Use the second drop down menu to select whether you want the

calculation to be performed on records in ascending (0—10) or descending (10-0)
: order.

Select the field that should be used to select which records will be grouped to
. determine percentile.

» : | EXAMPLE: If you want to view the percentile of validity scores for a specific
Partition By : | 59ency, you would select Agency Name.

= HINT: If you want to do multiple comparisons and view the percentile for
multiple things, you can create multiple percentile columns.
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+ Continuous = The exact, calculated percentile value.

Discrete = The percentile value from the actual values that were used in the cal-
: culation.

Distribution EXAMPLE: If you create a column looking for the 50th percentile of validity

: Type scores from each agency and the system calculates that a score or 75 would
. | be equal to the 50th percentile, selecting Continuous would display 75 even if
there was no run form with a score of 75. If you select Discrete, the report
might display a validity score of 76, which was the 50th percentile taking into
account which scores were actually used on run forms.

P R I i i I N

Percentile The percentile you want to view the information for.

4. Click Add.

How to Build a Custom Standard Deviation Column

Standard deviation columns display how much each record displays from the average value for that record.

Facts

« Inmany situations, arule of thumb is that values within one standard deviation are within the “normal”
range.

« This differs from the STDEV option in the Display tab in that if you create a standard deviation cus-
tom column, one row will display with the standard deviation for each related value. The STDEV
option on the Display tab, by contrast, is designed for reports where you want to see a row for each
value, with the standard deviation displayed at the bottom of a grouping.

« One great advantage of creating a standard deviation column (as opposed to adding a standard devi-
ation calculation in the Display tab) is that you can create criteria based on the custom columns.

« When using a standard deviation custom column, the standard deviation value of the column you
select will be calculated by default for each row. If needed, you can choose to calculate the standard
deviation by a different value, which may result in multiple rows appearing for the same record.

Instructions

1. From the Columns tab, click Create Column.
2. Select Standard Deviation for the column type.
3. Enter the appropriate details.
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Create Column

Type: Standard Deviation L
Name:
Column:
Return For  (_Jves  (@No
Population:  sener - re er than reco

Sorted By:

Distinct Values:

Add Cancel

ﬂ PAGE INFORMATION
A name for the column, which will appear in the header row for this column in the
: report.
Name
& NOTE: Be sure to note the name of each custom column you create. You

will need its name if you want build criteria based onit.

R RRTEEE b :

Column Select the column you want to view the standard deviation for.

Select whether this calculation is being run on the entire population of records for

you are working with a sample (e.g., a random assortment of records rather than
all that pertain). If you select Yes, the calculation for the entire population will be
used. If you select No, the calculation for a sample of the population will be
used.

: the calculation.

: = HINT: A different equation is used depending on whether you are working
Return for + with the entire population (i.e., all the records) that you are examining or whether
Population :

Determines what you want to group the values by for the standard deviation (for
example, to view the standard deviation of length of service for each department,
: you would select Department).

Sorted By | &' HINTS:

« Ifyou select Entire Report, the standard deviation value will be calculated
for each row. For example, if there is a line for each shift, the standard devi-
ation will be calculated for each shift. This is the most commonly used
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option for standard deviation columns.

« Selecting a value allows you to view the standard deviation for a value not
included in the report as a column. This may result in additional lines being
added to your report. For example, if your report includes only a Shift
Name column and a Standard Deviation of Years of Service column but
you choose to sort the standard deviation by department, you will see mul-
tiple rows for each shift, one with the standard deviation value for each
department.

Yes = Use only unique values in this calculation (e.g., if a value appears in three

: different records included in this calculation, it will only be used once in calculating
Distinct the value).
Values No = Use all values in this calculation (e.g., if a value appears in three different

: records included in this calculation, it will be used three times in calculating the

: value).

4. Click Add.

How to Build a Custom Sum Column

Sum columns display the total from adding all values together for a specific column.

Facts

« Sum custom columns are generally useful for columns that may have multiple records associated
with a single item; for example, the amount of controlled substances wasted.

« This differs from the Total option in the Display tab in that if you create a sum custom column, one
row will display with the sum for each related value. The Total option on the Display tab, by contrast,
is designed for reports where you want to see a row for each value, with the total displayed at the bot-
tom of a grouping or of the entire report.

« One great advantage of creating a sum custom column (as opposed to adding a total calculation in
the Display tab) is that you can create criteria based on the custom columns.

o When using a sum custom column, the sum value of the column you select will be calculated by
default for each row. If needed, you can choose to calculate the sum by a different value, which may
result in multiple rows appearing for the same record.

Instructions

1. From the Columns tab, click Create Column.
2. Select Sum for the column type.
3. Enter the appropriate details.
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Create Column

Type: | Sum w
Name:

Column:

Sorted By | « Entire Report * »
Distinct Values: (Jves (@No
A, fo £l ng
Add Cancel

ﬂ PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the
: report.

Name
& NOTE: Be sure to note the name of each custom column you create. You will

need its name if you want build criteria based onit.

Ve b e e e e e e e e .

Column Select the column you want to view the sum of all values for.

Determines what you want to group the values by for the sum (for example, to view
the sum of length of service for each department, you would select Department).

= HINTS:

« If you select Entire Report, the sum value will be calculated for each row. For
; example, if there is a line for each shift, the sum will be calculated for each
Sorted shift. This is the most commonly used option for sum columns.

By « Selecting a value allows you to view the sum for a value not included in the
report as a column. This may result in additional lines being added to your
report. For example, if your report includes only a Shift Name column and a
Sum of Years of Service column but you choose to sort the sum by depart-
ment, you will see multiple rows for each shift, one with the sum value for
each department.

5 Distinct Yes = Use only unique values in this calculation (e.g., if a value appears in three dif-
: Values ferent records included in this calculation, it will only be used once in calculating the
. value).
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No = Use all values in this calculation (e.g., if a value appears in three different
records included in this calculation, it will be used three times in calculating the
. value).

4. Click Add.

How to Build a Custom Text Column

Custom text columns are a way to combine text columns and data in numerous ways.

Facts
« With this feature you can reduce the number of columns that are generated in the report while still
retaining the information they hold.

« Text columns function similar to the Concatenate function in Microsoft Excel. For example, you can
combine the elements of address, city and state into one text column.

« By default when you select Text as the column type, two lines will be added, with the top column in
the list selected for each.

Instructions

1. From the Columns tab, click Create Column.

2. Select Text for the column type.
The Text options appear.

Create Column
Type: | Text w
Name:
Bxpression: | oy caler 58y v || @ | x
911 Caller (T5.8) | [ | =
© agq
Add Cancel

3. Use the Name field to enter a name for the column.
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& NOTE: Be sure to note the name of each custom column you create. You will need its name if
you want build criteria based on it.

4. As needed, click the Addicon 7% |to0 add new lines for text elements.

5. Enter the appropriate details.

ﬂ PAGE INFORMATION

Select the field with the text you want to use for this part of the text con-

Expression : catenation.
drop down : ' HINT: If you want to use static text (e.g., the number 5, a space, the word
menu

and) instead of the contents of in a column, click the Edit icon at the end of the
line to change the drop down menu into a free text box.

If you want to use static text (e.g., the number 5, a space, the word and) instead
Edit icon of the contents of in a column (e.g., the street address), click the Edit icon to
: change the Expression drop down menu into a text box.

~ WARNING: If you click this icon to remove a line, you cannot recover any
information you had filled in.

= HINT: To ensure that a space appears between each element in the column, create a line con-
taining only a space between each expression holding an element.

6. Click Add.

How to Build a Custom Variance Column

A variance column displays the variance of each value, or how far apart the values are from each other.

Facts

« Variance is related to the standard deviation for a value.

« This differs from the VAR option in the Display tab in that if you create a variance custom column,
one row will display with the variance for each related value. The VAR option on the Display tab, by
contrast, is designed for reports where you want to see a row for each value, with the variance dis-
played at the bottom of a grouping.

« One great advantage of creating a variance column (as opposed to adding a variance calculation in
the Display tab) is that you can create criteria based on the custom columns.

« When using a variance custom column, the variance value of the column you select will be
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calculated by default for each row. If needed, you can choose to calculate the variance by a different
value, which may result in multiple rows appearing for the same record.

Instructions

1. From the Columns tab, click Create Column.
2. Select Variance for the column type.
3. Enter the appropriate details.

Create Column

Type: | Variance v
Name:
Column: |« Column *
Return For ()

Population:  Generste results by the population of esch record rather than all records.

Sorted BY: | + Entire Report + w

Distinct Values: ()

Add Cancel
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0 PAGE INFORMATION

A name for the column, which will appear in the header row for this column in the

. report.
Name
NOTE: Be sure to note the name of each custom column you create. You

will need its name if you want build criteria based on it.

Select whether this calculation is being run on the entire population of records for
: the calculation.

= HINT: A different equation is used depending on whether you are working
_ + with the entire population (i.e., all the records) that you are examining or whether
Population : y, are working with a sample (e.g., a random assortment of records rather than
. all that pertain). If you select Yes, the calculation for the entire population will be
used. If you select No, the calculation for a sample of the population will be
used.

Determines what you want to group the values by for the variance (for example, to
view the variance of length of service for each department, you would select
. Department).

Return for :

= HINTS:

« If you select Entire Report, the variance value will be calculated for each
: row. For example, if there is a line for each shift, the variance will be cal-
Sorted By culated for each shift. This is the most commonly used option for variance
: columns.

« Selecting a value allows you to view the variance for a value not included
in the report as a column. This may result in additional lines being added to
your report. For example, if your report includes only a Shift Name column
and a Variance of Years of Service column but you choose to sort the vari-
ance by department, you will see multiple rows for each shift, one with the
variance value for each department.

Yes = Use only unique values in this calculation (e.g., if a value appears in three
: different records included in this calculation, it will only be used once in calculating
Distinct : the value).
Values No = Use all values in this calculation (e.g., if a value appears in three different
: records included in this calculation, it will be used three times in calculating the
: value).

4. Click Add.
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Step Three: Setting Display Options

The Display tab allows you to change the order or labels of the columns, the alignment or several additional
formatting options.

Navigation: Report Writer > Display tab of the report

Facts

« All settings in the Display tab are optional.

« Many settings in the Display tab will appear only based on the dataset or the type of column you
select. For example, you will not see the option to view a total for a date column.

« You can click the Generate link at any time to see how your report looks with the settings you have
already added, then return to the tabs to edit your report further if needed.

« Once you enter any display options and click Continue, you will be brought to the Grouping tab.

Instructions

1. Select the Display tab of your report or click Continue from the Columns tab.
2. Toadjust the display options for a specific column, click the Expand arrow to the left of its sort order.

ﬁ? TAKE A LOOK

Display

= Data Set: Staff

Display

Address (D8.4)

» 2 City (D8.5)

3. Fill out all appropriate options to adjust your report display settings for each column.
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Columns Display Grouping Sorting Criteria Additional Options Actions ¥ Generate Report »
This new report has not yet been saved. To save your report, go to Actions = Save.
Display e
& Data Set: Staff
Display
Order Label Format
v |1 Address (D8.4) Text v
Show Group Summary... Column Display... Column Formating...
Count: Yes m Set Blank Value Yes m Align left w
Max: Yes m
2 City (D&.5) Text v
* 3 State (D8.6) Text v
roo4 Postal Code (D2.7) Text v
Display Options
Row Value Repettion: (@) Repeat All () Do Not Repeat
Back Continue

ﬂ' PAGE INFORMATION

The sort order of each column. Update the numbers to change the order in which
: columns will appear.

The way the data will be displayed. Many columns will offer only one option: how-
ever, numeric or date fields may offer several different formatting options.

This will display the sum of all numbers in this column within each grouping and for
: the report as a whole.

Total : = HINT: This differs from the Sum custom column option in that if you use the
' option on the Display tab, you can see both a row with every value and the total
displayed at the bottom of each group and for the report. By contrast, Sum cus-
tom columns displays only one row with the sum for all related values.

I eecesceccecenn Pecoccccoccccccecccaccaccaccaccceecaeacaancacaacaccecceceecaaanoaancaccacmccaccecaaanaoaaccccsccccscaaanaancns= N

This will display the number of rows with a value recorded that are listed within
Count each grouping and within the report as a whole.

= HINT: This differs from the Count custom column option in that if you use
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the option on the Display tab, you can see both a row with every value and the
count displayed at the bottom of each group and for the report. By contrast,
Count custom columns displays only one row with the count of all related values.

This will display the mean value of the numbers in all rows within each grouping
and for the report as a whole.

= HINT: This differs from the Average custom column option in that if you use
the option on the Display tab, you can see both a row with every value and the
average displayed at the bottom of every group and for the report. By contrast,
Average custom columns displays only one row with the average of all related
values.

Avg.

This will display the smallest/minimum value within each grouping and for the
: report as a whole.

= HINT: This differs from the Minimum custom column option in that if you use
the option on the Display tab, you can see both a row with every value and the
minimum displayed at the bottom of every group and for the report. By contrast,
Minimum custom columns displays only one row with the minimum of all related
values.

Min.

This will display the largest/maximum value within each grouping and for the report
: as awhole.

= HINT: This differs from the Maximum custom column option in that if you
use the option on the Display tab, you can see both a row with every value and
the maximum displayed at the bottom of every group and for the report. By con-
trast, Maximum custom columns displays only one row with the maximum of all
related values.

Max.

This will display the variance of the numbers in all rows within each grouping and
: for the report as a whole.

= HINT: This differs from the Variance custom column option in that if you use
the option on the Display tab, you can see both a row with every value and the
variance displayed at the bottom of every group and for the report. By contrast,
Variance custom columns displays only one row with the variance of all related
values.

Variance

This will display the standard deviation of the numbers in all rows within each group-
ing and for the report as a whole. :

Standard

L = HINT: This differs from the Standard Deviation custom column option in that
Deviation :

if you use the option on the Display tab, you can see both a row with every value
and the standard deviation displayed at the bottom of every group and for the
report. By contrast, Standard Deviation custom columns displays only one row
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The file or page that any content in this column will link to. This option is only avail-

Link able for columns in certain datasets.
Yes = Allows you to set text to appear for any row that has no content in a specific
s"i; Bllank : column. When you select Yes, the Blank Value text box appears.
alue

No = If a specific row has no content for a column, the cell will be left blank.

e eeeeeeaas b e e mm e m e e e e e e e eaaaaeeeeaaeeeeaeaeeeeaaaaemaaaaat

Blank The text that will appear for any row that has no content for a specific column. This
Value option will appear only if you select Yes for the Set Blank Value option.

Select the number of digits that should appear after the decimal place. This option
will be available only for columns set as numeric columns.

Repeat All = Values that are repeated for multiple rows will be displayed in every
! TOW.

Do Not Repeat = Values that are repeated for multiple rows will be displayed in
» only the first row.

= HINTS:

Row « If you choose not to repeat duplicate rows, it can be important to pay atten-
Value tion to the order that your columns appear in. You will notice that when
Repetition there are duplicate values, the first column will be the first to “roll up,” with
: all columns below it with duplicate values rolling up within the previous
column.

« Numeric columns will never be rolled up. Even if you select Do Not
Repeat, numeric values will appear in every row. This makes it easy to tell
when a value was repeated and when no value was entered.

4. Click Continue to move on to the next step.

Step Four: Setting Grouping Rules

If you would like to place all records with similar values in a specific column together (e.g., all incidents
from a specific county grouped together), you will need to set grouping rules.
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Navigation: Report Writer > Grouping tab of the report

Facts

All calculations that have been added in the Display tab will be performed on groups if you create
groupings. For instance, if you choose to display a minimum value or an average, the report will dis-
play a minimum value and average for each group.
You can only group by columns that are included as columns on your report.
If you group by a value, instead of appearing as a column, that value will appear as a header for a
group of records. For example, if you group by primary impression, the generated report will have the
primary impressions act as headers to group incidents under (instead of displaying a Primary Impres-
sion column).
All settings in the Grouping tab are optional.
You can group by multiple fields.
o If multiple fields are selected for grouping, select the fields and use the Up and Down buttons to
indicate which grouping should be done first.
o Fields that are listed first will be the primary grouping rules. Each field following will be grouped
within the first field.

EXAMPLE: If the first field groups incidents by county, the second field could group incid-
ents by the agency. Run reports would be clustered into a county group, inside of which they
would be listed by agency.

You can sort any grouping in Ascending or Descending order by using the Asc and Desc buttons next
to the Selected scroll list. This changes the order that the groups themselves appear in.

You can click the Generate link at any time to see how your report looks with the settings you have
already added, then return to the tabs to edit your report further if needed.

Once you enter any grouping options and click Continue, you will be brought to the Sorting tab.
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Instructions

Columns Display Grouping Sorting Criteria Additional Options Actions ¥ Generate Report »

This new report has not yet been saved. To save your report, go to Actions -= Save.

Grouping @
& Data Set: Staff

Grouping
Available Selected

Address (D6.4) (asc)

City (D8.5) (asc)

State (DB.5) (asc)

Postal Code (D8.7) (asc) +

desc

Back Continue

1. Select the Grouping tab of your report or click Continue from the Display tab.

2. Select the first column you want to group by.

=

3. Click the Addicon
The column is moved to the Selected list.

= HINT: ADDITIONAL SCROLL LIST OPTIONS

Each of the icons in the scroll list performs a different function.

« The Addicon moves the currently selected item in the Available list to the Selected
list.
3
« The Removeicon moves the currently selected item in the Selected list to the Avail-
able list.

4. Repeat steps 2 — 3 until all columns are added.
5. As needed, use the Up and Down buttons to adjust the order in which the groupings will be applied.

= HINT:

To adjust the order, select a column and click the Up or Down button until the column is in the
desired position.

6. As needed, use the Asc and Desc buttons to change the sorting of the groupings.
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= HINT:

To adjust the sorting, select the column you want to change order for and click the Asc or Desc but-
ton as needed.

7. Click Continue to move on to the next step.

Step Five: Setting Sorting Rules

If you would like to place records in a particular order (e.g., a—z, 10-1) by the values in a certain column,
you may do so using sorting.

Navigation: Report Writer > Sorting tab of the report

Facts

« All settings in the Sorting tab are optional.

« When combined with grouping, sorting will be performed after all data is grouped. In this case, after
being placed in each of the assigned groups, data in those groups will be sorted according to the rules
set here.

« You can sort by multiple fields.
o If multiple fields are selected for sorting, select the fields and use the Up and Down buttons to
indicate which sorting should be done first.

o Fields that are listed first will be the primary sorting rules. Each field following will be sorted
within the first field.

EXAMPLE: If the first field sorts incidents by incident city, the second field could sort incid-
ents by incident date. In this case, all runs would be put in order based on the incident city. In
cases where multiple incidents took place in the same city, they would then be placed in
order based on their incident date.

« You can sort records in Ascending or Descending order by using the Asc and Desc buttons next to
the Selected scroll list. This changes the order that all records appear in.

« You can click the Generate link at any time to see how your report looks with the settings you have
already added, then return to the tabs to edit your report further if needed.

« Once you select your columns and click Continue, you will be brought to the Criteria tab.
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Instructions

Columns Display Grouping Sorting Criteria Additional Options Actions ¥ Generate Report »

This new report has not yet been saved. To save your report, go to Actions -= Save.

Sorting Q@

2 Data Set: Staff

Select Columns

Search: m

Available Selected

Address (D3.4) (asc)

City (D8.5) (asc)

Postal Code (D8.7) (asc)

State (D8.6) (asc) +

Back Continue

—_

Select the Sorting tab of your report or click Continue from the Grouping tab.
2. Optional: To view a list of all available columns to sort by (rather than only the columns that are cur-

m
rently included in your report), click the Include All Possible Columns icon to the right of the

Search box.

3. Select the first column you want to sort by.

=

4. Click the Addicon
The column is moved to the Selected list.

= HINT: ADDITIONAL SCROLL LIST OPTIONS

Each of the icons in the scroll list performs a different function.

« The Addicon moves the currently selected item in the Available list to the Selected
list.

« The Removeicon moves the currently selected item in the Selected list to the Avail-
able list.

5. Repeat steps 3 —4 until all columns for sorting are added.
6. As needed, use the Up and Down buttons to adjust the order in which the sorting will be applied.
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= HINT:

To adjust the order, select a column and click the Up or Down button until the column is in the
desired position.

7. As needed, use the Asc and Desc buttons to change the order that records will be sorted in.
= HINT:

To adjust the sorting, select the column you want to change order for and click the Asc or Desc but-
ton as needed.

8. Click Continue to move on to the next step.

Step Six: Setting Criteria and Filters

Criteria and filters allow you to narrow down the number of results displayed on the report by adding limits.

Navigation: Report Writer > Criteria tab of the report

Facts

« Criteria will allow you to determine limits on the data that will be displayed every time this report is
displayed. For example, in a report that records incidents in several counties, you can add criteria to
limit to certain counties.

« Filters allow you to specify a new value for a criterion each time the report is run. For example, you
could use filters to specify an agency name, so that each time the report is run, users can select
which agency they are examining.

« Criteria and filters are important for narrowing the number of results displayed. If your organization
has hundreds or thousands of records in the system, this is very important to limit the length of the
report and prevent the system from timing out when trying to retrieve a large number of records.

How to Create Criteria

Criteria are applied every time a report is run, allowing you to narrow down the results that appear con-
sistently.

Facts

« There are two separate sections to enter criteria on the Criteria tab.

o The Criteria section is for criteria that are looking at regular values that might be put into a run
form or a staff profile.
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o The Aggregate Function Criteria section is for creating criteria based on custom columns you
may have built for this report that aggregate data; you can set criteria here for any average,
count, maximum, minimum or sum custom columns you have created.

o The Aggregate Function Criteria section appears only if you have added an applicable custom
column to your report.

« When creating the report, all criteria in the first Criteria section will be applied first, then records that
meet the first set of requirements will be further narrowed down with any aggregate criteria.

= HINT: It can help to think of setting up criteria as setting up basic equations. For example, you want
the value in a specific column to equal a specific value to appear, or you do not want records where a spe-
cific column is blank to appear in the report. If you are setting up multiple lines, you may need to add par-
entheses to tell the system which items go together.

Instructions

Criteria

€

Criteria
AndiOr Field Operator Value

+ || - v ||+ Field » - v v

Aggregate Function Criteria

AndiOr Field Operator Value

+ - v ||« Figld * v s W

1. Select the Criteria tab of your report or click Continue from the Sorting tab.
2. Beginin the appropriate section for the type of criteria you want to create.

= HINTS:

« For creating criteria based on average, count, maximum, minimum, standard deviation or
sum custom columns you added to this report, begin within the Aggregate Function Cri-
teria section.

« For creating criteria based on other columns, begin within the Criteria section.

« When creating the report, all criteria in the first Criteria section will be applied first, then
records that meet the first set of requirements will be further narrowed down with any aggreg-
ate criteria. However, you can create the criteria in any order you prefer.

+
3. As needed, click the Addicon to add new lines for criteria.

4. Enterthe appropriate details for each line of the equation.
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0 PAGE INFORMATION

....................................................................................................................

And = Both this criterion and the one immediately preceding it must be true in
order for a record to appear on the report.

Or = Either this criterion or the one immediately preceding it must be true in order

And/Or ¢4 4 record to appear on the report.
& NOTE: This option will not appear in the first line of criteria since it is used
to relate multiple lines to each other.
If you are building a complex set of criteria that requires parentheses, use this
drop down menu to enter the opening parentheses.
< HINTS:
; « It can sometimes be easier to add parentheses after building the rest of
Opening the equation.
. Parentheses : « You will only need to add parentheses if you have multiple criteria linked
(second with both And and Or, since when there both an And and an Or are used,
drop down the order in which criteria are applied makes a difference.
menu)
EXAMPLE: The criteria displayed below indicate that the returned incident
records must have taken place in either Crook or Dakota County and the
mileage from the scene to destination must be greater than twelve. The county
criteria (joined with an Or) must be grouped together by parentheses.
Field The column you are using to restrict records in the report.
Select the operator (e.g., is greater than, is not blank, contains) to relate the
Operator . .
: selected column to the value you will specify.
Value The value that the system will check records against.

If you are building a complex set of criteria that requires parentheses, use this
drop down menu to enter the closing parentheses.

. Closing Par- :

' entheses ~ WARNING: Make sure that there are no parentheses left open when you
(last drop continue; if there is an extra opening or closing parenthesis, the report will gen-

: down menu) : erate an error and your criteria selections will be lost. The easiest way to look

' . || at this is to make sure that there is the same number of parentheses in the left

column as in the right column.

....................................................................................................................

5. Repeat steps 3 —4 until all criteria are added.

= HINT: If you add a line for a criterion that you do not need, you can click the corresponding
Remove icon
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to delete that line. Keep in mind that anything you have entered in that line will be lost as soon
as you remove it.

6. When finished, add filters or click Continueto move to the next step.

How to Add and Configure Filters

Filters are useful for reports that will be run multiple times; they allow you to change the value narrowing
down report results each time the report is generated.

Facts

« When you add filters, a Filter your Results page will be displayed each time the report is run and will
allow viewers to select the value to narrow down report results.

« You can update how every filter that is added to your report will appear on the Filter your Results
page, including updating the label of the filter, setting a default value or adding instructions to appear
underneath that filter.

Adding Filters

Filters

Search:

Available Selected
*Average ~
Account Access
Active Service Time
Address (D8.4)

Address 2 (IT9.23)

Agency Certification Effective Date (D7 6)

Agency Certification Expiration Date (IT9.24)

Agency Certification Level

Badge Number (T9.2)

Biling Rate

Birth Date (D8.11)

Cell Phone (T14.7} 0

Edit Labels...

1. Select the Criteria tab of your report or click Continue from the Sorting tab.
2. Scroll to the Filters section.
3. Select the first column you want to add as afilter.

< HINTS:

« Tosearch for afield to add as afilter, type the name of the filter into the Search text box. As
you type, the options displayed in the Available scroll list will be narrowed down to display
only options that match your entry.

« Toselect multiple fields, press and hold the Ctrf key while clicking each desired option.

4. Click the Addicon
The column is moved to the Selected list.
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= HINT: ADDITIONAL SCROLL LIST OPTIONS

Each of the icons in the scroll list performs a different function.

« The Addicon moves the currently selected item in the Available list to the Selected
list.
3
« The Remove icon moves the currently selected item in the Selected list to the Avail-
able list.

5. Repeat steps 3 —4 until all filters are added.
6. As needed, use the Up and Down buttons to adjust the order in which the filters will appear on the
page.

= HINT:

To adjust the order, select a column and click the Up or Down button until the column is in the
desired position.

7. When finished, update your filters or click Generate to view the report.

Configuring Filter Appearance and Default Values
1. Select the Criteria tab of your report or click Continue from the Sorting tab.
Scroll to the Filters section.
Select the filter you want to update from the Selected scroll list.
Click Edit Labels.
Fill in the appropriate details.

o &~ N

0 PAGE INFORMATION

The sort order of each filter. Update the numbers to change the order in which fil-
: ters will appear.

Instructions Type up to 200 characters to appear below the filter.

Default Oper- The operator option that will appear by default as soon as the Filter your Res-
ator ults page appears.

6. When finished, click Continue to continue to the Additional Options page or click Generate to view
the report.

Associated Tasks and Reference

Full List of Associated Operators: See Criteria Operators Definitions: for Transactional Reports on
page 1.
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Step Seven: Setting Additional Report Options

The Additional Options page includes a variety of options including how many records are displayed per
page when the report is generated, whether a header or footer appears, and style options such as colors.

Navigation: Report Writer > Additional Options tab of the report

Facts

If you want to create a report with a custom look, you can change the headers and footers, as well as

the colors for the text, each row, and the rows beginning each group of data.

You can set localization preferences such as the appropriate currency symbol, decimal mark or date

format for this report.
Some of the preferences assigned on this page will only apply if you save this report to use

Instructions

Select the Additional Options tab or click the Continue button from the Criteria tab.
To expand any section to edit the details, click the section header.
Complete any details as needed for your report.

later.

Columns Dis play Grouping Sorting Criteria Additional Optiens Actions » Generate Report »

Additional Options: Another List Custom Column Report

B General Options (Default Page, Show Filfer, Records Per Page)

Default Open Page: -Z::Z' Report Results -:§Z- Columns
Show Fiters:  (@ves  (CiNo
Show Description:  @ves (No

Records Per Page: | 1000 |w

Headers and Footers
Localization Options (Decimal, Thousands Separator, Currency, Default Date Format)
Style Options (Text color, Row Color, Group Color, Display Criteria, PDF Page Break)

Back Continue
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0 PAGE INFORMATION

: Report Results = When this report is
opened in the future, the report results
. page will be generated first.

Default Open Page

Whether filters and criteria applied to

this report should appear at the top or
. the bottom (based on the Display Cri-
teria On setting under Style Options)

. of the report, or not appear at all.

Show Filters

Columns = When this report is
opened in the future, the Columns tab
+ for the report will be displayed first.

i & NOTE:

This option will only be used if this
report is saved and accessed
again.

e e eeeeaeeiaaaeaas bt e e e eeaeieeaaeaaa

Show Description

: The header to be displayed at the top
: of the report.

Select Header

4/26/2016 IMAGETREND

. Whether the description information
. for this report should appear at the bot- ;

tom of the report.
& NOTE:

This option will only be used for
saved reports that have a descrip-
tion entered on the Save or Prop-
erties page.

: The number of records that should
appear per page by default for this
* report.

= HINT:

To create a new header, see How
to Create New Headers and Foot-
ers on page 69.
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The footer to be displayed at the bot-
: tom of the report.

= HINT:
Select Footer

To create a new footer, see How to
Create New Headers and Footers
on the next page.

. The symbol that will appear in front of :
Currency Symbol any currency information displayed on
: the report. :

N .
P i i R T I I :

: The symbol that will be used to sep-
arate thousands groups for any

: numeric information displayed on the
report.

. The symbol that will be used as the
Decimal Mark decimal mark for any numeric inform-
: ation displayed on the report.

R i L R R '
'

The format that all dates displayed on
: the report will take.

Thousands Separator

Date Format

. Select whether a summary of the cri-
teria and filters used to generate the

: report will be displayed at the top or
the bottom of the report.

Landscape = When this report is
exported to PDF, the long side of the

. page will be horizontal. :
Portrait = When this report is exported
: to PDF, the long side of the page will :
: be vertical.

Whether a page break will be inserted

PDF Orientation

PDF Page Break after the end of every grouping when
+ this report is exported to PDF.
: The color that all inth f
Text Color e color that all text in the body o

: the report will appear.
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....................................................................................................................

The color that the background of nor-
mal rows in the report will appear.

: The color that the background of
grouping header rows will appear.

Sample
Sample Grouping . o
Sample Sub Grouping . A sample report that will display the
Sample Column 1 Sample Column 2 Sample Column 3 colors you choose in the Text Color,
Sample Row 1 Sample Row 2 Sample Row 3 + Row Color and Group Color fields.
Sample Row 4 Sample Row S Sample Row & :
Sample Row 7 Sample Row 8 Sample Row 9

....................................................................................................................

4. Click Continue.

How to Create New Headers and Footers

Navigation: Headers and Footers section > Add or Modify a Header or Add or Modify a Footer link

Columns Display Grouping Sorting Criteria Additional Options Actions

Additional Options: Asetes List Custom Cobumn Raport
2 Data Set:

General Options (Default Page, Show Filter, Records Per Page)

E Headers and Footers

Select Header: | _ Use Default He: Add or Modify a Header

Select Footer: | _ Use Default Footer - Add or Modify a Footer

Localization Options (Decimal Thousands Separator, Currency, Default Date Format)
Style Options (Text color, Row Color, Group Color, Display Criteria, PDF Page Break)

Back

1. From the Additional Options page, click Add or Modify a Header or Add or Modify a Footer.
2. Complete the details of the new header or footer.

4/26/2016 IMAGETREND" Page | 69



Additional Options

2 Data Set: Incident

General Options (Default Page, Show Filter, Records Per Page)

= Headers and Footers

Select Header: | _ Use Defaut|v Add or Modify a Header

Header Title

Merge Fields

B
T
w
by
S
1]
x
xm

Date (mmiddiyy)

rear (yyyy]

- - || Format - || Font - || Size ~

Wi
(1]
W
~»
-8
m
1]
lih
|3

Wonth (Ex. January)

Day (Ex. Sunday)

Time (hh:mm:ss)
Hour (hh)
Winute: (mm)

Second (ss
AN PRI
User (Ex. Doe, John)

First Name (Ex. John)
Last Name (Ex. Doe
Report Title (Ex. Class List)

Logo

Visible: (O ves (@ MNo

Delete

ﬂ PAGE INFORMATION

Header Title / The title of the header or footer, as it will appear in the drop down menu to
Footer Title select this header or footer later for other reports.

The content of the header and footer. You can use the tools included at the
top of this box to add formatting or tables.

Click any option to insert a placeholder, which will fill in the appropriate inform- :
ation every time this report is generated. '

Yes = Others will be able to see this header/footer in the Select Header drop
Visible down menu to apply to their own reports.

No = This header/footer will only be available for you to add to reports.

3. Click Continue at the bottom of the page when finished with all settings on this page.

Step Eight: Viewing the Report

If any filters have been added, you will need to specify the values for the filters before proceeding.
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Navigation: Report Writer > report name > Generate Report

Facts

« Once you have added columns, you can click the Generate Report link at any time to see how your
report looks with the settings you have already added.

« Ifyour report contains filters, you will see the Filter Your Results page appear, letting you select the fil-
ter values. If you have already run this report during this session (e.g., without leaving Report Writer
or being logged out), your filter values will be remembered so you do not need to fill them out
repeatedly. If you want to clear all your filter values after they have "stuck," click the Reset Filters but-
ton.

Columns Display Grouping Sorting Criteria Additional Options Actions ¥

This new report has not yet been saved. To save your report, go to Actions -> Save

Filter Your Resulis

Day Of Week Number: is equal to V(2 / Reset Filters

« Many reports may have multiple pages of data. You can move between pages or change the number
of records available on the page by using the links at the bottom right of the report.

ﬁ:? TAKE A LOOK

ﬂ PAGE INFORMATION

Brings you to the page immediately before the one you are currently viewing on this

Previous '
: report.
Next Brings you to the page immediately after the one you are currently viewing on this
: report.
Page Displays the current page number and allows you to jump to a specific page by

: selecting the number.

You can save a report in Report Writer to access it again from the left menu.

Navigation: Report Writer > open or create the report > Actions > Save or Save As
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Facts

« Report Writer offers two saving options: Save and Save As.
o For new reports, both Save and Save As will save the new report.
o Save will save new changes to any existing report.

o Save As allows you to save a new report or to save another copy of an existing report under a
different name, preserving both versions.

« Additionally, you can use the Rename/Change Properties option from the Actions drop down menu
to change the name of an existing name without saving a copy. This option is not available for new
reports that haven't been saved yet.

Instructions

1. From the Actions menu, select Save or Save As.

= HINT: If you are re-saving an existing report:
« Clicking Save will save your changes immediately and you will not need to complete any fur-
ther steps.
« Clicking Save As will allow you to save a copy of the report with a different name or details.

« Clicking Rename/Change Properties... will allow you to change the name and details of the
report and save those changes without creating a copy.

2. Enterthe details of the report.

L)

Report Name:

Report Description:

Report Folder: | - Report Folder - ~
Visible to Everyone: () ves (@) No
Add this report to "My Reports' For The Following Users:
Search:

User Names:  Available Selected

Admin, ImageTrend L, Jackie
Admin, Imagetrend

Bridge, Service

Faust, Alex

Lockerby, Jackie

noSensitive, test (2222)

Olzon, Neil

Testing, Automation

User, JenTest

User, Test

W

Save Cancel
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0 PAGE INFORMATION

The title of the report, as it will appear at the top of the report and in the left

Report Name _

: menu when people access it.
Report Descrip- : Any add|t|onal. descriptive |nf0|.'mat|on. This will appear both to gppear to .
tion : anyone who views the Properties, Save or Save As page for this report and :

: at the bottom of any report when the report is set to display its description.

Yes = Other people in the same Report Writer security group as you will be

Visible to Every- able to view this report from the Report Writer left menu.

one -
No = Only you will be able to view this report.

e T e e e e e e .

Select any users who you want this report to appear in the My Reports sec-
. tion for.

= HINTS:

« Users in the Selected scroll list will have this report added to their
My Reports section. Users in the Available scroll list can have this
report added to their My Reports section if you add them to the
5 ; Selected section.
. Add this report to :
'My Reports' For
the Following

« To search for specific users, type the user's name into the Search
box. As you type, the options in the Available scroll list will be nar-
rowed down to display only nhames matching your entry.

Users
Each of the icons in the scroll list performs a different function.

« The Addicon - moves the currently selected item in the

Available list to the Selected list.
3

« The Remove icon moves the currently selected item in the

Selected list to the Available list.
3. Click Save.

Deleting a Report

When areport is deleted, it cannot be accessed by anyone, including you.

Navigation: Report Writer > open the report > Actions > Delete
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Facts

« Only saved reports can be deleted.

« When you choose to delete a report, a confirmation prompt will appear. Once you confirm your
decision to delete the report, it will no longer be accessible.

« Deleted reports cannot be recovered.

Assigning Permissions to a Report

You can assign permissions to the report after saving it. This allows you to set who sees which part of the
report.

Navigation: Report Writer > open or create the report > Actions > Permissions

Facts

« Viewing permission can be restricted for parts or all of the report, depending on your preferences.

« These settings are only relevant if you have shared this report with others on the Properties page
when saving the report. If you have set the Visible setting to No and have not added this report to the
My Reports section for anyone, making changes here will have no effect.

« Groups will be able to access any section with a check mark: they will not be able to access that
page if the checkbox is not selected.

Instructions

1. From the Actions menu, select Permissions.

2. Select the checkboxes for each section or task that you want each group to be able to access.

Permissions

a Rename | = Publish
Security " " " e Save Additional _ - Share
Group Columns Display Grouping Sorting Criteria Results Save As Delete  Change Tnie to Web Permissions Scheduling R

Properties Eroit

Service

Report Writer O
Elite User O
5:50? Writer 0O
Elte Buider |

Records 1-4 of 4

Save Permissions Cancel
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0 PAGE INFORMATION

Whether users will be able to view and update report settings on the

Columns : Columns tab of this report.
. Whether users will be able to view and update report settings on the Display
Display : .
 tab of this report.
. Whether users will be able to view and update report settings on the Group-
Grouping L .
: ing tab of this report.
. Whether users will be able to view and update report settings on the Sorting
Sorting - .
 tab of this report.
o Whether users will be able to view and update report settings on the Criteria
Criteria - .
 tab of this report.
Whether users will be able to generate this report to see the report itself
Results L .
» within Report Writer.
Save Whether users will be able to save changes to this report using the Save
: command.
. Whether users will be able to use the Save As command for this report to
Save As : .
: save a copy of the report with a new name.
Delete Whether users will be able to remove this report from the system.

. Whether users will be able to view and update report settings on the
Rename/Change Rename/Change Properties page of this report: this includes the ability to
Properties : move the report to a different folder, grant access to other people or change
the report's name.

Whether users will be able to view and update report settings on the Addi-

Addlt.lonal  tional Options tab: this includes the ability to add or modify headers and foot-
Options : . . :
. ers and set how many records will appear on this report by default.
.. Whether users will be able to view and update report settings on the Per-

Permissions @ =

! missions page.

. Whether users will be able to view and access the Schedule Report page to

Scheduling

: schedule this report.

Whether users will have access to change the Visible to Everyone option for
this report to add it to the All Reports section for everyone in the system.

3. Click Save Permissions.
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Scheduling a Report

You can schedule reports to automatically run for individuals at a certain time interval. The report will then
be emailed to a person as an attachment.

Navigation: Report Writer > open or create the report > Actions > Schedule Report > Add... button

Facts

« Reports can be generated in PDF, CSV or XML format and included in the email that will be sent.
« You will not be able to schedule any report until it has been saved.

« The Schedule Report page that appears when you click the Schedule Report option from the Action
menu will display a list of all current schedules for this report to be sent.

« Reports will begin generating at the scheduled time, but may take a short time to generate. If you
need the report to be delivered at a certain time, you may want to schedule the report for a slightly
earlier time to make sure it will always arrive on time.

« Scheduled reports will begin generation at the selected time based on central time.
EXCEPTION

If you host your own system, the schedule will be based on your server's time zone.

Instructions

1. From the Schedule Report page, click Add...
2. Complete the needed information for the schedule.
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Add Schedule
~
Recurring: Daity W oon Sunclasr l.|0n:|a;r _uesday "a'\"e:lnesday
_hursday Fri:Ia)r Sﬂturdﬂy
Time: | & |w|:| 00 |w| AM |w
Time Z UTGC -6 Ce Time (US & Can
From: 03192015 .;J;T:-:;}r to |03MW2016 .;;J;T:-:E}'
Format: @PDF ()CSV (D) XML
‘hen genersting & POF, 5 maximum of {000 records will be dizplayed
Subject:  Scheduled Report: Address Report
Message: | Attached is the scheduled report: Address Report
Allow Unsubscribe: (@ Yes (C)No
Recipient Search:
Available Selected
Admin, ImageTrend L, Jackie v
Save Schedule Cancel

ﬂ PAGE INFORMATION

The time that the report will be run.

Time : & HINT: If this is a large report, you will want to run it at a time when few
people will be using the system, so it will not slow down people who are work-
ing on other reports.

. If you want this report to run only between certain dates, use the From text box
. and/or Calendar icon to enter the first date that this report will be run and sent,

From/To + and use the To text box and/or Calendar icon to enter the last date that this report
will be run and sent. :
Format The format that the report will appear in when attached to the email for this sched-
. ule.
. The subject line of the email that will be sent every time this scheduled report is
Subject
run.
Message . Any content that should appear in the body of the email message that will con-

tain the report attachment.

Allow Whether individuals who are selected to receive this report should be able to
Unsubscribe remove themselves from the list of recipients or not.
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All individuals whose names are listed in the Selected scroll list will receive this
report on the schedule set up here.

& HINTS:

To search for specific users, type the user's name into the Search box. As you
type, the options in the Available scroll list will be narrowed down to display
only names matching your entry.

Recipients
Each of the icons in the scroll list performs a different function.

« The Addicon moves the currently selected item in the Available
list to the Selected list.

<
« The Remove icon moves the currently selected item in the

Selected list to the Available list.

3. Click Save Schedule.

Exporting a Report

If you would like to save a copy of a report with all the data that is displayed in the report as you are viewing
it, you can choose to export the report into several formats that you can save and refer to at any time.

Navigation: Report Writer > open or create the report > Actions > Export > file type

Facts

« Exporting a report generates a file that you can use outside the system.

Instructions

1. From the report, select Actions > Export.

2. Select the type of file you want to export to.

ﬂ PAGE INFORMATION

The PDF function can create a PDF file of reports that will contain all report records.
PDF PDF file can be viewed with the free Adobe Reader program. This is the recommended
+ option if you want to print the entire report.

4/26/2016 IMAGETREND Page | 78



The CSV function can create a simple CSV-format spreadsheet containing the report
records. This file can be opened in Excel or another spreadsheet tool.

: report.

Printing a transactional report opens the Print dialog box for the browser you are using.

Navigation: Report Writer > open or create the report > Actions > Print

Facts

« You can use the Print dialog box from your browser to select the printer and any additional printer set-
tings (such as printer tray).

« This option generates a PDF file that will be printed with the report results.
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2.1 GLOSSARY

A

Active

Active records or features are currently available for use in the system.

Administrator

An administrator is a general term for a user with a high level of access to the system. Most admin-
istrators will be able to configure the system to some degree and may also have additional access to
records within the system. Your organization may have several different levels of administrators who
have different levels of access to the system.

Aggregate Custom Columns

1) A technical term sometimes used to group together certain types of custom columns including aver-
age, count, maximum, minimum, standard deviation, sum and variance columns. 2) A term formerly
used to describe the List custom column.

Analytical Chart Reports

Analytical chart reports are a part of the optional Visual Informatics package for Report Writer, and
allow you to create a custom chart with the powerful Analytics data analysis tools. Analytical chart
reports allow you to quickly build a variety of different charts using pre-created formats to display in-
depth data from your system in an easy-to-understand way.

Analytical Tabular Reports

Analytical tabular reports are a part of the optional Visual Informatics package for Report Writer, and
allow you to create a custom report with the powerful Analytics data analysis tools. Analytical tabular
reports are displayed in a traditional looking report displayed in table format, and allow you to use drill-
down reporting for in depth information.

Ascending

Ascending order will sortitems from Ato Zor 1 to 10.

B

Benchmark

Benchmarks are lists of items that can be compared in analytical benchmark charts based on data ele-
ments. Benchmarks can also contain filters that will be applied every time someone builds a chart with
the benchmark.
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Cc

Calculation

1) A general term for a mathematical operation used to find a specific value. 2) Within transactional
reports, calculations are options available in the Display tab that will determine and display a cal-
culated value such as the sum, average, standard deviation or count of records. These calculations will
be displayed for the report as a whole and also for each group.

Category

The category a reportis saved in is the "folder" it will appear in within the left menu for later access. Cat-
egories are an organizational tool that will have no other effect on the report.

Column

1) In Report Writer, a column in a reportis a single field or data element to be displayed on the report
(for example, the date of the record). 2) Throughout the system, a column is a general term for a vertical
line of information (for example, the Date column on a specific page would display a list of dates).

Criteria

Criteria are settings that allow you to determine limits on the data that will be displayed. For Report
Writer reports, the limits set in criteria will be applied every time the reportis run.

Ccsv

Comma separated value: a common file format for spreadsheet files. These files can be opened in
nearly any spreadsheet application including Microsoft Excel.

Custom Column

In Report Writer, a custom column in a transacational report is a column that you can create to fit your
own specifications. There are multiple types of custom columns.

D

Data Elements

The fields that collection information in the system.

Dataset

A dataset in Report Writer is a collection of individual data points that can be included in a report.
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Deactivate

Deactivating a record is marking at as inactive, which will resultin the record being saved in the system
but not available for current use.

Default

A default value is something that will be used automatically unless a different value is selected. For
example, a default value in a filter will be filled in automatically each time the reportis run, although the
user can manually change that value.

Descending

Descending order will sortitems from Zto Aor 10 to 1.

Dimension

A dimension is a term for a data element that can be added to analytical reports as a row or column.
Dimensions can contain any kind of data except for numeric calculations (which are known as meas-
ures).

Drop down menu

A drop down menu is a field that allows you to pick one choice from several choices that will be dis-
played. To view the choices, click the arrow on the menu.

E
Export
1) Exporting data is sending it to a file that can be referred to and used outside of the system. 2) An
exportis the file that is generated through the process of exporting.
F
Fields
Fields are text boxes, drop downs, buttons and other methods used in the system to collect information.
Filter

1) Filters are applied to a transactional report are columns that can be used to set a different limit on
the data that will appear on the report every time the reportis run. (For example, a Date filter would
allow you to set a different date to view records for each time you view the report.) 2) For analytical
chartand tabular reports, a filter is a setting that can contain multiple criteria lines to narrow down
which data will appear in the report. Unlike in transactional reports, filters in analytical charts will have
their criteria saved and will not need to be re-entered every time you run the report. 3) Filters are a gen-
eral term used to describe fields that can be used to narrow down the records on a page.
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G

Generate

Generating a report is building that report for you to view based on the current data in the system.

Grouping

In Report Writer, grouping places all records in the report that have the same value for a specific
column together in a visual grouping.

ImageTrend

ImageTrend is the company that provides and supports Service Bridge, State Bridge, Fire Bridge, Res-
cue Bridge and Report Writer.

Inactive

Inactive records are not available for use in the system, although they are saved in the system for ref-

erence.

L

Label
The label is the text that accompanies a specific field or column anywhere in the system. For example,
in the First Name field or column, the label would say "First Name."

Login
1) Your login information is your username and password, which are used to access the system. 2) To
log in to the system is to enter your credentials (username and password) so you can access the sys-
tem.

Logout
Logging out of the system is closing the system so that no unauthorized user will have access to the
information within the system.

M

Many-to-One

A many-to-one record in Report Writer is a field that might be recorded multiple times for a single
record.
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Measure

Measures are numeric fields or calculated fields (e.g., averages, counts, lengths of time) used in ana-
lytical tabular and analytical chart reports.

My Reports

The My Reports section of the left menu in Report Writer contains a categorized reports that you have
added to your My Reports section as favorites. The list of reports in the My Reports section is unique to
you and no one else will see this list.

0)

Operator
An operator is a symbol that determines what should happen between two values in an equation or cri-
terion. Common operators mightinclude "is equal to," "is not blank," "+" or "contains."

P

Parentheses
Parentheses are used in criteria to group together lines that should be checked in a certain order, in
the same way that they might be used in a math equation to set the order of operations.

Password

A password is a short collection of letters and/or numbers that, in combination with your username,
identifies you to the system. Your password should be kept secret.

Permission Group

Permission groups are groups that users can be assigned to that define their level of access to the sys-
tem. Permission groups control access to each major section of the system. Permission groups are
also sometimes called security groups.

Permissions

Permissions are controls on how much access to the system a particular group has.

Populate

Populating a field is automatically filling information in according to data that is elsewhere in the sys-
tem.
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R

Row

In a Report Writer transactional report each row is a single record that appears on a report. In an ana-
lytical tabular report, a row is a data element. The report will display a line for each data value (and its
associated measure data) associated with that data element.

Row Value Repetition

In Report Writer, a setting for transactional reports that determines whether content will be repeated in
a column for each line it appears in, or whether it will appear only in the first line if the same value
appears in multiple consecutive rows.

S

Schedule

In Report Writer, scheduling reports is creating a setting in the system to automatically generate the
report and email it to specific users on a regular timeframe.

Session timeout

The session timeout is the amount of time that can pass when a user does not do anything on the sys-
tem before that user is logged out of the system. Session timeout is a security feature, making it less
likely that someone can access the data on the system if a staff member forgets to log out.

Sort Order

The sort order is the order in which the records appear (e.g., first, second). Sort order should always be
recorded as a number. Typically, the sort order controls the order of records on the incident form.

Sorting

1) In Report Writer, sorting places records within the report in order based on the values in a certain
column.

Standard Reports

Standard reports (also sometimes called canned reports) are pre-created with all fields and display
options defined for the user. Within the filters, users can define additional criteria (e.g., requesting
information about a particular unit or type of service). These reports provide fewer configuration options
and allow a ready-made report for common data requests.

Status

A status is the condition of a particular record (e.g., active or inactive for users). The system has dif-
ferent types of statuses for different records.
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System Administrator

The system administrator is the individual in charge of setting up and maintaining the entire system.

T

Transactional Report

Transactional reports are "ad hoc" reports that you can build from scratch, adding your own fields, cri-
teria and display settings.

U

User
A user is a person who can log in to and use the system. In contrast to an administrator, a user can only
use the features of the system and not set up the system.

Username
A username is the name the system uses to identify you when you try to log in to the system.

\'

Value
1) In criteria, a value is the content that a specific column will be compared against to determine
whether each record will be included in the report. 2) A value is any text, number or selection entered
into a field. This include selectable options found in single and multi-select drop downs.

w

Windowed Custom Columns

A technical term sometimes used to group together certain types of custom columns including cumu-
lative distribution, median, percent rank and percentile columns.
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3.1 HELP AND SUPPORT

Before Contacting ImageTrend

Please have the following information accessible when calling ImageTrend:

« A description of your computer system.

« The name of your operating system and service pack version (if applicable).

« A description of what happened and what you were doing when the problem occurred.
« The exact wording of any error messages you see.

« Your company name and contact information.

Contacting ImageTrend

If you are unable to find the information needed to use Report Writer effectively, please consult ImageTrend
in any of the following ways:

« EDS Support Phone: (888) 730.3255

o Other Inquiries Phone: (952) 469.1589

« Other Inquiries (Toll-Free): (888) 469.7789

« Fax: (952)985.5671

« Web: http://support.imagetrend.com

« Email: support@imagetrend.com
ImageTrend support services are available:

Monday — Friday

8:30 a.m. to 5:00 p.m. central time

Technical Support

For 24-hour technical support, ImageTrend provides online assistance through their website and email ser-
vices:

« Web: http://support.imagetrend.com
o Email: support@imagetrend.com
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