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Enterprise Analytics Reporting Overview

Enterprise Analytics Reporting is an additional reporting tool available in the EM/PM/CM system. Enterprise
Analytics Reporting uses a third-party reporting tool from Izenda, L.L.C. (www.izenda.com). For publications
wishing to create customized reports, Enterprise Analytics Reporting diminishes the need to manipul ate extracted
data with external tools such as Excel, and enables the generation of simple graphical reports.

Thisfeature must be enabled by Aries’ Customer Service group. Once enabled, all Editors with the RoleManager
permission ‘ Produce Reports will see an ‘Enterprise Analytics Reporting’ link on the Reports menu. Clicking
thislink leads to the ‘ Enterprise Analytics Reporting Main Menu’ page.

The Enterprise Analytics Reporting Main Menu allows users to:

= Run standard reports supplied by Aries, and adjust report parametersiif the report alowsiit.
= Run shared reports created by other users.

= Create reports and share these with other usersif desired.

« Create new reports, basing these on existing reportsif desired.

« E-mail report results to other users.

= Schedule report deliveries to users viae-mail on aregular basis (permission required).

The Enterprise Analytics Reporting Main Menu provides access to a set of Standard Reports created by Ariesfor
all publications. The Standard Reports section of the Main Menu has two categories of reports: Editorial Reports
and Production Tracking Reports (displayed only for publications using Production Tracking). Clicking on a
report name immediately runs the report and displays results based on the report’ s default selection criteria
(referred to as ' Filters').

Editors may use the ‘ Create Report’ link, located to the left of the Enterprise Analytics Report Main Menu, to
make anew report, or they may use a Standard Report (or any other existing report) as a starting point, using the
‘Design’ option to edit and save the modified version as anew report. When reports have been created and saved
by the Editor, these will also display on the Enterprise Analytics Reporting Main Menu in a separate section.
Reports can be saved as individual-level reports (accessible only to the report creator) which are listed in the My
Reports section, or shared with other users and listed in the * Shared Reports' section.

Note: When first enabled, the only reports on the menu will be the Sandard Reports. The ‘My Reports and
‘Shared Reports' sections appear after the Editor saves his o her own reports, or after another Editor saves a report
as a Shared Report.

To Configure: Enterprise Analytics Reporting is enabled by Aries Customer Service group. To enable this
feature, please contact your customer service representative.

Enterprise Analytics Reporting Main Menu

The Enterprise Analytics Reporting (EAR) Main Menu displays all reports available for the Editor separated into
sections. A folder icon is displayed next to each report category. Clicking the folder name or icon
expands/collapses the list of reportsin each category.

Each report name appears asalink, and clicking the link will run the report. Hovering the mouse over areport
name without clicking may display a set of icons to the left:

C\Edltorlal C\ roduXion

®
Confidential — Subject to change — Copyright © 2013, Aries Systems Corporation — Page 3 Ma nager anager




Enterprise Analytics Reporting
Version 10.2 — 10/2014

= The‘Design’ (pencil) icon allows users to copy or edit the existing report. Thisicon appears for reports
created by the logged in user, or saved with ‘Read Only’ or ‘Full Access permission (seethe‘Tab 6:
Misc' section of the EAR Help for more information on security settings).

= The‘Delete’ (red box with white X) icon displays only for reports crezted by the logged-in Editor.
* The‘E-mail’ (envelope) icon allows the user to e-mail the report results to a user.

* The‘Schedule’ (calendar) icon appears only for Editors with the * Schedule Reports' permission enabled.
It allows one or more delivery schedules to be saved for areport. Once saved, thereport is
automatically e-mailed to the selected recipients per the saved delivery schedule. The report e-mail
can contain a PDF of the report and/or adeep link to automatically log into the system and view the
live report results.

The display of the ‘Design’ and ‘Delete’ icons depends on how the report was saved (i.e. if it was saved as ' View
Only’, then no user except the report owner can edit or delete the report). Standard reports created by Aries
cannot be modified or deleted by any user, but the ‘Design’ icon allows users to modify the report, to be saved as
anew report.

The ‘ Schedule' icon appears only for Editors with * Schedule Reports' permission enabled.

Editors may click the ‘Design’ (pencil) icon to edit an existing report and then save that report definition under a
new name. The new report will savein either the ‘My Reports' or ‘ Shared Reports' area, depending on whether
the Editor has elected to share the new report with other users.

To run areport, the Editor clicks on areport name. The display format of the results page depends on the report
design (see the ‘Running an Existing Report’ section of the EAR Help for more information).

Users may create anew report from scratch by clicking the * Create Report’ link on the left side of the main menu.
Clicking thislink opens the report design interface. See the * Creating a New Report’, or ‘ Editing an Existing
Report’ section of the EAR Help for detailed information on creating a new report.
Running an Existing Report
When an Editor clicks areport name from the EAR Main Menu, the report will run and display the results page.
The results page may display any or all of the following:

1. A chart —displays agraphical depiction of the data being reported (for example, abar chart, pie chart,

etc.)

2. A gauge (speedometer-style graphic) — used for a‘dashboard’ -type display of the datato help visualize
critical performance data

A summary report — provides a high-level summary of the information being reported in a table format

A detail report — provides a detailed display of the information reported in atable format

When the results are returned, there is atoolbar at the top of the page with options for the user to download the
report, edit the report, schedule the delivery of the report, or return to the main menu.

= The‘Report List’ option returns the user to the EAR Main Menu.

= There are anumber of options available for downloading the report results:

o Print the results page to a PDF file. When thefileisready, adialog box displays allowing the user
to save the PDF to disk or open and print it immediately.

0 Download the resultsin comma separated value (CSV) format.

C\Edltorlal C\ roduXion
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o0 Download the results in OpenOffice document (SXW) format.
0 Download the resultsin Microsoft Excel format.

0 Download the resultsin Microsoft Word format.

0 Download theresultsin an XML document.

o Download the resultsin Rich Text Format (RTF) format.

* The‘Results filter allows usersto limit the number of records displayed on the results page. This should
be set to ‘All’ to ensure that all datais returned, though the number of rows presented may be limited
to 1, 10, 100 or 1000.

e The‘'Design’ button allows the Editor to modify the report (if the report was saved so that it can be
modified). The report can also be modified by hovering over the report name on the EAR Main Menu
and clicking the ‘ Design’ icon.

= The‘E-mail’ button allows the Editor to e-mail alink or PDF of the report to a user (seethe ‘E-Mailing
and Scheduling Report Capabilities' section for more information).

= The‘Schedule’ button allows Editors (with proper permission) to schedule delivery of the report results
to recipients (see the * E-Mailing and Scheduling Report Capabilities’ section for more information).

Reports are usually limited (for example, submissionsin the current year) using Filters. The report designer
decides whether thefilter can be changed when the report is run, for example to change the date range that the
report covers. If the report contains a Filter that can be changed when running the report, the Filter(s) display at
the top of the report results page (similar to the way ‘ Search People’ works). The Editor can change the filter
temporarily (for example, change Reviewer Stop Date — In Time Period — In the Past, to Reviewer Stop Date—In
Time Period — Previous Y ear).

Note: To see the results with the change applied, the Editor may need to click the ‘ Update Results’ button.

The Editor may also usethe‘Add Field’ and ‘ Delete Field' drop-down lists to temporarily add or delete fields
to/from the information displayed in the report results, for example to add an additional piece of information
before downloading results. The‘Add Field' drop down displays all fields in the View(s) or Table(s) from which
the report was created. The ‘Delete Field' drop down displays the fields currently selected to display on the
report (fields selected on the ‘Fields' tab when the report was created and any fields added by the Editor using the
‘Add Field' drop down).

Note: Not all fields availablein the ‘ Add Field’ drop down may be applicable to the report as designed.

Note: Adding or deleting a field in this way affects the detail report results only; chart, gauge, and summary report
results are not affected.

If the Editor wishes to permanently save the new report layout, he or she must click the ‘Design’ button (the
changes are retained) and then click the ‘ Save' button (if available) to re-save the report with the new selections,
or click the ‘Save As' button to save the report under a new name.

Note: Some reports may be saved with a permission that does not allow other Editors to save changes. Seethe
‘Tab 6: Misc’ section of the EAR Help for more information on report permissions.

Note: Fields added or deleted are displayed temporarily, and are discarded in the event the * Report List’ button or
the browser ‘Back’ button is clicked. To retain changes to use the modified report again and again, users must click
the ‘Design’ button, and then either the ‘Save’ or ‘Save As...” button.
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E-Mailing and Scheduling Report Capabilities

Editors may use report e-mailing to deliver reports, and may be given permission to use e-mail scheduling
capabilities.

E-mail Reports

Clicking the ‘E-mail’ icon from the EAR Main Menu, Report Viewer toolbar or Report Designer toolbar opens
a pop-up window where the logged in user chooses aletter template to start from. The drop-down list displays
all letters configured in the “ Enterprise Analytics Reporting” letter family.

After selecting aletter, the user clicks the * Customize Letter’ button, which brings them to the ' Customize
Letter’ page. This page displays the header instructions, ‘ From’, ‘To’, and ‘ Subject’, and ' CC:’ options as
configured for the selected letter (seethe ‘ To Configure:” section for more information).

Two merge fields may be used in this e-mail |etter:

1. %REPORT_NAME% - This merge field populates with the saved name of the report being
emailed.

2. %LIVE_REPORT_DEEP_LINK% - Thismerge field populates with adeep link to the report
viewer page for the report, running the report when the link is clicked. Thislink is populated
only if the recipient has been selected from the list of Editors and therefore can be identified as
an active registered user. When the recipient clicks the deep link, the user isfully logged into
the system and taken directly to the ‘ Report Viewer’ page for the report.

Note: The recipient must have ‘ Produce Reports' permission to see the report results page. If the recipient does
not have this permission enabled, then clicking the deep link will present a message that they do not have permission
to view the report.

The Editor may elect to attach a PDF of the report to an outgoing e-mail by clicking the * Attach PDF of report
to Letter’ checkbox, located above the letter body. When selected/checked, a PDF of the report is created in
the background before the e-mail is sent, and then attached to the e-mail that is sent.

Note: If the PDF cannot be created, the e-mail is still sent, but an error message is sent to the sender of the e-mail
to notify them of the error.

After editing the body of the e-mail, selecting the recipient(s), and determining if a PDF should be included in
the e-mail, the user clicks the ‘ Preview and Send’ button to review the message that will be sent. Clicking
‘Send E-mail’ will send the e-mail to the specified recipients.

Scheduling Reports

Userswith ‘ Schedule Reports' permission may create Schedul ed Deliveries, or edit existing Scheduled
Déliveries at any time. Clicking the ‘ Schedule’ icon from the EAR Main Menu, Report Viewer toolbar or
Report Designer toolbar opens a pop-up window where the logged in user configures a delivery schedule for
this report.

The upper portion of the ‘Report Delivery Schedule’ has instructions to help users create the scheduled
deliveries. Thisinformation is especially useful for usersin a different time zone than the publication server
(located in US Eastern Time).

The lower portion of the page is where the user configures the Delivery Schedule. The user entersthe

following information:
C\Edltorlal C\ roduXion
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= Schedule Description — This box allows the user to name the schedule (i.e. if two weekly schedules
are set up, they can be distinguished by description).

o Duplicate schedule descriptions are not allowed for the same report.

« Délivery Frequency — This drop down allows the user to determine the frequency with which the
reports are delivered. Choices are:

o ‘Daily’ deliversthereport on either all work days or all calendar days, depending on the due
date preference selected on the Configure General Due Date Preferences page in
PolicyManager.

0 ‘Weekly’ deliversthe report on the same day of each week as the First Delivery Date. Weekly
isthe default choice for anew Delivery Schedule.
Example: The First Delivery Date is a Wednesday, so al subsequent reports are run on
succeeding Wednesdays.

o ‘Monthly’ deliversthe report on the same numerical day of each month (i.e. January 5, February
5).
0 ‘Quarterly’ delivers on the same numerical day of every third month (i.e. Jan 15, Apr 15).
» First Delivery Date — The date defaults to the next calendar day. Scheduled reports are delivered in

the early hours of the day, so the next available report run will be the next calendar day. Users
may choose any day, but it must be a date other than today and cannot be a date in the past.

« Additional Déeliveries— This drop down allows the user to define how many times the report will be
delivered. The report may be delivered from 1-25 times, with the default value being 5.

Note: The number of timesthe report is delivered is based on the scheduled dates, not the number of recipients (i.e.
if the report is e-mailed on January 12, 2011 to 8 peaople, thisis counted as 1 scheduled delivery).

If either ‘Monthly’ or ‘Quarterly’ are selected in the ‘ Delivery Frequency’ section, then an additional option
appears under the Additional Deliveries drop down that reads * Automatically use the last day of each month as
the delivery date’. This allows the system to send areport on the last day of a month, regardless of what that
date may be (28th, 29th, 30th, or 31st).

= Letter — Thisbox contains all |ettersin the * Enterprise Analytics Reporting’ letter family, listed in
alphabetical order by letter purpose.

The user may elect to attach a PDF of the report to an outgoing e-mail by clicking the ‘ Attach PDF of report to
Letter’ checkbox, located above the letter body. When selected/checked, a PDF of the report is created in the
background before the e-mail is sent, and then attached to the e-mail that is sent.

Note: If the PDF cannot be created, the e-mail is still sent, but an error message is sent to the sender of the e-mail
to notify them of the error.

When the user has finished configuring the Delivery Schedule, clicking the * Save Delivery Schedule and
Customize Letter’ button leads to the * Customize Letter’ page, where additional recipients can be selected, the
letter can be edited, etc. When edits are complete, click either the ‘ Preview and Save E-mail’ button to
preview the letter or the ‘ Save Delivery Schedule and Letter’ button to save the scheduled delivery. The user
sees a confirmation page, and then clicks the ‘ Close’ button to return to the * Report Delivery Schedule’ page.
The saved Délivery Schedule appears in the lower portion of the page.

In addition to the %REPORT_NAME% and %L1VE_REPORT_DEEP_LINK% merge fields, the following
two merge fields may be used in the scheduled delivery e-mail letters:
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1. %NUMBER_OF REMAINING_DELIVERIES% — This merge field calculates the number of
total deliveries remaining for a scheduled report delivery. Thisis calculated from the original
delivery selection less the number of deliveries to date (including the delivery in which the
merge field is displayed).

2. %SCHEDULE_DESCRIPTION% — This merge field pullsin the schedule description
associated with the saved delivery schedule.

To Edit an existing Scheduled Delivery (for example, to add additional deliveries), click the ‘Edit’ link next to
the selected Schedule on the * Report Delivery Schedule' page. The following changes may be made to an
existing Scheduled Delivery:

= Schedule Description — This box allows the user to edit the name of the schedule.
= Délivery Frequency — The saved frequency displays, but can be edited by the user if desired.

« First Delivery Date — The date of the first delivery is displayed. If the first delivery has not yet taken
place (isin the future), then the date is editable for the user.

= Additional Deliveries— If at least one delivery has already been made, red text displays that reads “ X
deliveries have aready been made’ where X = number of deliveries. The user may select one of
two radio buttons:

0 Continue with the current schedule, followed by the number of remaining deliveries.

0 Add on X more deliveriesto the current schedule, where X = adrop-down of 1-25. Thisallows
the user to add additional deliveriesto what remains.

If thefirst delivery dateisin the future, the drop down appears with 1-25, as it does on when a new
scheduled report is being added.

= Letter — Theletter that is sent may be changed, and the user may also elect to change the * Attach
PDF..." setting.

The user may cancel out of this‘Edit’ page at any time by clicking * Cancel’, and no changes will be made to
the scheduled report. Alternately, the user may click ‘ Submit’ to commit the changes and return the user to the
‘Report Delivery Schedule’ page, or click the * Submit Delivery Schedule and Customize Letter’ button to edit
the contents of the saved |etter.

Note: Clicking the ‘Delete’ icon next to a report name on the EAR Main Menu brings up a warning to the user if
there isone or more saved delivery schedules associated with the report. The report cannot be deleted until the
saved delivery schedules are removed.

To Configure: For publications using Enterprise Analytics Reporting, Editor roles with ‘ Produce Reports’
permission will have the option of e-mailing report results from the EAR Main Menu or from within areport. To
alow Editor roles to schedule report deliveries, go to RoleManager, Editor Role, and enable the * Schedule
Reports permission, a sub-permission of ‘ Produce Reports'. When enabled, users may schedule reportsto be
delivered using the new Scheduling capability.

L etters added to the ‘ Enterprise Analytics Reporting’ Letter Family are available when sending an ‘ on the fly’
report e-mail, or when configuring a scheduled report delivery. Lettersin thisletter family have the following
elements:

= Custom Instructions — Information entered into this text area display on the ‘ Send Report by E-mail’
page.

(-\Edltorlal (\ roduXion
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= Sender’s E-mail Address— This may be either the e-mail address of the user triggering the
correspondence or the Publication’s e-mail as configured on the * Set "Email From" Address’ pagein
PolicyManager.

= Recipient — There are three options for Recipient available for selection:

o Display text box so sender can insert an e-mail address — adds a blank text box on the * Customize
page

o Display the following e-mail address for the recipient: followed by atext box — allows the
administrator to enter one or more e-mail addresses to receive the letter whenever it is sent

o Display Editor list for recipients — when selected, a multi-selector box displays on the * Customize
Letter’ page allowing the sender to select one or more Editors, or entire Editor roles as recipients.

= CC Options— There are two CC options available for the letter template:

o Automatically cc the following e-mail address, followed by atext box — allows the administrator to
enter one or more e-mail addresses to receive the letter whenever it is sent

o Display blank textbox so sender can insert any e-mail address for acc

The%LIVE_REPORT_DEEP_LINK% mergefield generates adeep link in the e-mail of recipients (where a
people record can be identified). The Deep Link Expiration can be set for this merge field in PolicyManager, on
the * Set Enterprise Analytics Reporting Deep Link Expiration Policy’ page, accessed viathe * Set Enterprise
Analytics Reporting’ Deep Link in the ‘General Policies’ section. The link may be set to expire after a preset
number of clicks, a preset number of days, or not at all (by not selecting/checking either box).

Merge Fields

Four merge fields are available for use in Enterprise Analytics Reporting e-mail:

1. %REPORT_NAME% — This merge field popul ates with the saved name of the report being
emailed.

2. %LIVE_REPORT_DEEP_LINK% —This merge field populates with a deep link to the report
viewer page for the report, running the report when the link is clicked. Thislink is populated
only if the recipient has been selected from the list of Editors and therefore can be identified as
an active registered user. When the recipient clicks the deep link, the user is fully logged into
the system and taken directly to the ‘ Report Viewer’ page for the report.

3. %NUMBER_OF REMAINING_DELIVERIES% — This merge field calculates the number of
total deliveries remaining for a scheduled report delivery. Thisis calculated from the original
delivery selection less the number of deliveries to date (including the delivery in which the
merge field isdisplayed). Thismerge field is available for scheduled reports only.

4. %SCHEDULE_DESCRIPTION% — This merge field pullsin the schedule description
associated with the saved delivery schedule. This mergefield is available for scheduled reports
only.

Creating a New Report, or Editing an Existing Report
Editors may develop new reports by either creating anew report, or modifying an existing report.

= Create anew report by clicking the ‘ Create Report’ link from the EAR Main Menu.

= Modify an existing report by clicking the ‘Design’ (pencil) icon next to the report name on the menu, or
by clicking the ‘ Design’ button from the ‘ Report Results' page.

C\Edltorlal C\ roduXion
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* Select the database tables or views that contain the desired information. This may require multiple
tables/views that will need to be linked together when building the report.

= Define one or more elements for displaying the data. Reportstypically contain a detail report, plus one
other supporting summary, chart or gauge. Each element is configured on its own tab in the ‘Design’
view and can be configured to display in any order in the report results.

» Define thefilters required to limit the data results returned in the report.
« Format the report and provide titles and descriptions.

When creating a new report or editing an existing report, the Editor is brought to the Report Designer interface.
This interface displays a series of tabs used by the report designer to create or modify the report.

= Data Sources— Select your data source (tables or views) from the available list. More than onetable or
view may be selected and joined together. Thisisarequired step. When modifying an existing report,
data sources will already be selected, and in most cases can be retained.

= Fields— Select, change, or remove the fields to be displayed in the Detail Report section. Available
fields are those included in the table(s) and/or view(s) selected on the * Data Sources' tab. When fields
are selected, each displays as a column on the Report, though they can be visually grouped and
summarized into more complex layouts. This step also allows complex grouping, arithmetic and Pivot
Table functionality to be applied to the data. This step is optional, though at least one of the four key
areas (Fields, Summary, Chart, Gauge) should be configured for areport. Each of these four areasis
independent, with separate field selections for each. This tab provides the most options for
summarizing and formatting text data.

= Summary — Select, change, or remove the fields to be displayed on the Summary Report. Available
fields are those included in the table(s) and/or view(s) selected on the ‘ Data Sources' tab. When fields
are selected, each displays as a column on the Report, allowing for simple grouping and summary
functionsto be performed. Thisisan optional step, though at least one of the four key areas (Fields,
Summary, Chart, Gauge) should be configured for areport. Each of these four areas is independent,
with separate field selections for each.

= Chart — Configure a chart to display information graphically, in a chart format selected from plot, bar,
pie, trend, funnel. Thisisan optional step, though at least one of the four key areas (Fields, Summary,
Chart, Gauge) should be configured for areport. Each of these four areas is independent, with separate
field selections for each.

= Gauge — Gauges can be used to build ‘ dashboard’ -type displays and help users visualize critical
performance data. Thisis an optional step, though at least one of the four key areas (Fields, Summary,
Chart, Gauge) should be configured for areport. Each of these four areasis independent, with separate
field selections for each.

= Misc — Add aReport Title, Report Description, Report Header and Report Footer (if desired). Thisis
also where permissions are determined (whether thisis a shared report, available to all users, etc.).
Thisisan optional step, though it is recommended that atitle and short description be entered for the
report. Note that the Summary, Chart and Gauge sections may also have their own (sub)title.

= Style — Change the colors of the report, the display order of the elements (Detail Report, Summary
Report, Chart, Gauge), and other layout elements. Thisisan optional step.

» Filters— Usethistab to set up selection criteriafor the reports. For example, use this tab to set up
specified date ranges for a search, or to limit areport to a specific term (such as a specific Editor
decision term). Thisisan optiona step, though most reports will require one or more filters to exclude
unwanted data. Filters can be further configured as ‘ Parameters’, which can be changed when the
report isrun.
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= Preview — Thistab allows the report results to be viewed during the design process, without leaving the
report design interface. Each tab also hasa'’Preview’ button that brings the designer to the ‘ Preview’
tab. When Preview is clicked, the first 1000 results are displayed by default. The report designer can
reset the Results drop down to * All’ if desired.

Below the row of tabsis the report designer toolbar containing some additional items not displayed on the Report
viewer toolbar:

* New — Allows report designers to create a new report.

* Save — Saves changes to the existing report under the same name.

Note: Thisbutton is not available for all reports, such as standard reports. It is available for all reports saved with
‘Full Access' permission. Seethe‘Tab 6: Misc’ section of the EAR Help for more information on permissions.

e Save As... — Allows the report designer to save a copy of the report under anew name. To save a
modified version of a standard report; click the ‘Design’ button, make edits, then use this button to
save acopy.

= SQL Icon — Allows to the report designer to download the SQL query for the report as atext file.
= Question Mark Icon — Displays help text related to the tab the report designer is currently using.

Each tab of the report design process allows the report designer to configure aspects of the report. Not every tab
isrequired to create a successful report, though there needs to be at least one report element configured (Fields,
Summary, Chart, or Gauge) in order to see any results on the page.

Tab 1: Data Sources

When creating a new report, the * Data Sources' tab is selected by default. Thistab iswhere the report designer
selects a database table or a custom report View (apre-joined set of database tables) from the list of available
Viewsand Tables. Thislist containsal Views from ‘ Custom Reports' and a subset of Tables availablein
‘General Data Export’.

= Aswith General Data Export, Tables are available even if the publication is not using the feature
(i.e. Commerce Manager Tables are available). These Tableswill not contain any dataif the
publication is not using the feature.

When editing an existing report, the report designer may not need to access this tab unless he or she is selecting
adifferent or additional table/view to include in the revised report.

Thisisarequired step. The report designer will not be able to access the other tabs to design the report until at
least one table or view has been selected.

Enterprise Analytics Reporting allows the report designer to build reports from more than one Table or View at
atime, afunction not available with General Data Export or Custom Reports. This function is similar to
exporting multiple tables from General Data Export and joining them in Excel, except that they arejoined in
the Enterprise Analytics Reporting tool (which will often join the Tables automatically within the reporting
interface). Thisallows the report designer to create areport using fields from multiple Tables with the values
displayed in the report results instead of having to export the data to Excel.

Note: Though EAR automatically joins tables when possible, it is best that users check the selected fields to ensure
they are the best fields on which to join the tables.

= Toinsert another View or Table, click the ‘Insert below’ arrow icon next to the drop-down list, and
select an additional Table or View from new drop-down list.
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« |f the Tables/Views have a common field, the reporting tool will attempt to identify the correct field
that links the first table to the second. The suggested join is displayed by showing the tables and
the common fields, separated by an equals sign (=). The report designer should double-check that
the tool has selected the best field to use in linking the tables, and select other fieldsif necessary.

If the report designer is editing an existing report, Tables and/or Views will have already been selected on the
Data Sourcestab. This selection can be changed by selecting a different Table/View from the drop down, or
added to by inserting new rows and selecting new tables in the list.

Note: Changing or deleting a table may affect the Fields, Summary, Chart, Gauge, and Filters tabs.

Information about database Tables can be obtained from the ‘ General Data Export’ page, by clicking the * Get
more help’ link. Information about Custom Report Views can be obtained from the ' Custom Report’ page, by
clicking the ‘New Report’ button and clicking the ‘ Get more help’ link.

Tab 2: Fields

After selecting the Tables/Views from the Data Sources tab, the report designer clicks the * Continue to Fields
button or the ‘Fields' tab to move to the ‘Fields Selection’ page. This page iswhere the report designer selects
the fields that will be used for the detailed report.

The detailed report displays in a spreadsheet-like table, listing the selected fields (one field per column), but
the detail report allows much more complex analysis, through:

= Visual Grouping, splitting the detail report into multiple tables, grouped under selected ‘Visual
group’ fields, such as listing tables of keywords under a person’ s name (where the person’s name
isthefield that is used for ‘visua grouping’).

= Functional Grouping, alowing a subtotal function to be applied to a group of data (thisis not
directly linked to visual grouping)

= Arithmetic functions, allowing simple functions (addition, subtraction, multiplication, division)
= Pivot Table functionality, breaking down data under selected column groupings

The ‘Records’ box allows the report designer to limit the number of results that are returned in the Detail
report.

Note: In most cases, the report designer will not want to limit the number of results, in which case the Records box
should be empty.

The‘Field’ selector contains a drop-down list of all the fields that are available from the Tables and Views
selected on the Data Sources tab. The report designer can select any field contained in these Tables or Views
from the drop-down list. The description entered in the ‘ Description’ field will display as the column name on
the report, but the report designer may replace the text that displays if desired.

The designer then has several checkbox options for display and manipulation of the valuesin the field:

= Sort — selecting this checkbox sorts the report results by the field’ s value. The default sort is
ascending. To change the sort to descending, the report designer must click the * Advanced Field
Settings' (gear) icon and select the checkbox * Sort (z-a)’ from the Advanced field setting pop up.

* VG (Visual Grouping) — selecting this checkbox causes thisfield to be displayed as a sub-header on
the report, and al results related to the sub-header are shown underneath. Selecting multiple fields
will result in the data grouped by sub-headings of all fieldswith VG checked/selected. Example:
A report listing people and classifications could be visually grouped by the classification field.
Each classification name will show up as a sub-header on the results, with all the people having
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that classification listed underneath, followed by another Classification sub-header with people
having that classification, etc. Further grouping by Reviewer Role (for example), displays
groupings by like Classification and Reviewer Role.

Visual Grouping automatically sorts by the fields selected.

= A (Arithmetic operation) — selecting this checkbox allows the report designer to perform addition,
subtraction or division of two adjacent fields. When the box is clicked, an arithmetic operator
(such as +) will appear. To change the operator, continue clicking in the box. Set the operator on
the second field in the desired operation. Place the desired description on the first field. The
results page will display thefirst field’ s value [+/-/*/+] the second field’s value. Several such
fields may be strung together with the first field displaying the results, however the arithmetical
ordering is strictly first to last; priority isNOT given to multiplication and division.

The report designer may also use a Function or Pivot to summarize and analyze the data.

There are two main types of Function:

= Group functions allow the report designer to identify the fields to be used to create groups of records
before applying a summary function

= Summary functions provide subtotals, averages or other summaries within the specified groupings

As an example, users may wish to have a report that ssmply lists a count of submissions by Article Type,
displayed as one row per Article Typein asimple table. The report designer would select the * Article Type'
field and the ‘ Manuscript Number’ row. Selecting the ‘Group’ function for the ‘Article Type' field will return
one row per Article Typein theresults, and ‘ Count’ for ‘ Manuscript Number’ will return the count of each
Article Type.

To view an example, the standard report  Accept and Reject Decisions by Editor in selected timeframe’ uses
the ‘Final Decision Term’ field in three different ways. One row uses ‘Group’ to group al like terms, one row
uses ' Count’ to count the number of records with the displayed decision term, and one row uses ‘ Count’ in
conjunction with the format column to display the percentage of the total decisions this displayed decision
represents.

e Thevalues available in the ‘Function’ drop-down box depend on the type of field being displayed.

o If atextfield isselected, the choices are  Group [group the results by this value and show all
unique results], Count [count the number of results with avaluein thisfield], and Count
Distinct [count the number of results with aunique valuein thisfield, eliminating
duplicates from the count].

o If adatefieldisselected, additional choices are added; for example Group (Day) [groups
results by day], Group (Y ear) [groups results by year], Group (Month) [groups results by
month], etc.

o If aninteger/numerical field is selected, the choicesinclude: Average [calculates the mean
average of the values], Maximum [displays only the maximum value], Minimum
[displays only the minimum value], Sum [sums the values], Sum Distinct [increments the
count once for each unique value, ignoring duplicates], etc.

« [tisnot necessary to select anything from the ‘ Function’ drop-down box, however, if ‘Function’ is
used for any field, a selection must be made for al fields.

Note: The‘Group’ functions can be combined with selection as a Visual Group.

Similar summary functionality is provided by the Pivot functionality described below.
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The ‘Format’ drop-down box is used to determine how the field will display. Example: The standard report

‘ Accept and Reject Decisions by Editor in selected timeframe’ usesthe ‘Final Decision Term’ field with the
‘Count’ function on one row with no display format. The same field is repeated with a‘Count’ function and
displayed with the format ‘% of Group (with rounding)’. When the report is run, thefirst field row displays as
a column with the number of submissions with each decision term, and the second field row displaysasa
column with the percentage of all decisions with that term.

e Thevaluesin the‘Format’ drop-down box depend on the type of field being displayed.

= A selection does not need to be madein the ‘ Format’ drop-down box.

Tip: The[..] option will not apply any special formatting to a field, normally resulting in the default format of i.e.
1,000 for integers.

A set of icons are displayed to the right of the ‘ Format’ drop-down box:

* Red ‘X’ Box — Deletes the field row from the selected list
« Arrow Below — Inserts afield row below the current row
= Arrow Above — Inserts afield row above the current row

« Gear — Advanced Field Settings: Opens a pop-up window allowing additional parameters to be
selected. Asmentioned, thisiswhere the Editor can change the sort order from ascending to
descending. See below for additional information on this pop up.

= Double Pointed Arrow — Change Field Order: Clicking thisicon and holding down the mouse
allows the report designer to drag the field above or below other fields, to change the field order.

The‘Advanced Field Settings' pop up contains a number of settings that can be designated for the specific
field (row) rather than the report as awhole.

The settings include:
« Hidethisfield —allows the field to be hidden from the reports, for example, if the results are to be
sorted by afield, but that field is not required to display as part of the report results.

= Sort (z-a) —when afield is used for sorting a report, this option allows the sort order to be changed
to descending rather than the default of ascending.

« [talic —displays the resultsin this column initalics
« Bold —displays the results in this column in bold

= Width — allows the report designer to designate a fixed column width in pixels.

Note: If the Width entered is narrower than the length of the column label, the column label width will take
precedence.

= Label Justification — sets whether the column labels are Right, Middle, or Left justified. The default
isMiddle (M). Clicking the box rotates through the options.

» Value Justification — sets whether the values in the columns are Right (R), Middle (M), or Left (L)
justified. The default is blank, which left-justifies text fields and right-justifies number fields.
Clicking the box rotates through the options.

= Subreport — Used to select a“drill-down’ report.
Drill-down reports are used as a method of running a report from within areport by connecting
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two reports together on a common field.

Two reports are created to use the Drill-down feature: A subreport and the calling report, which
will pull in the subreport, passing in an identifying field (the ‘ Drill-Down Key') to ensure the
subreport displays the correct records. A report intended for use as a Subreport is designated as
such by setting a‘Drill-Down Key’ on the ‘Misc’ tab (see‘Tab 6: Misc’ of the EAR Help for
more information on this setting).

To configure the main report to pull in the subreport, first create the subreport and define the field
to be used as the Drill-Down Key. Then identify the matching field in the main report, usually the
same ID field, and set this Advanced VVaue for that field, selecting the previously defined
subreport. Finaly, choose the style of Drill-Down to be used to display the subreport.

When the calling report is run, the results in the linked field are returned with a hyperlink to the
detailed report (or embedded data from the detailed report, depending on the selected style below).
Clicking the hyperlink returns results from the detailed report for the specified value only.

Note: The subreport isa regular report with filters and configuration; the system passes the single value from the
main report to be used as an additional filter. The subreport must either return data from a unique record (for
example, passing in a person ID to return information for a specific person), or have filters that match those used in
the main report (for example, making sure that both main reports and subreports use ‘ Time Period: in previous
year’) and which cannot be changed when running the report.

= Drill-Down Style —when a subreport is selected, this option defines how the drill-down report
results display:

0 Link —linksto the resulting report from the detailed report in the same window and navigates
the user from the original report.

o Link (New Window) — links to the resulting report from the detailed report in a new window.

0o Embedded — embeds the linked report from the detailed record into the cell in the report table,
so it appears to be part of the main report.

o0 Pop up - linksto the resulting record from the detailed report in a pop up located on the same

page.
« URL —used to link to a specific page in the system. Thisfield istypicaly not used.

= Subtotal Function — used in conjunction with the ‘ Add Subtotals' checkbox (see below) to change
the type of subtotal seen, or to turn it off completely for a specific column. For example, selecting
‘Count’ will count the number of results, whereas selecting ‘ Count Distinct’ counts only unique
results (not counting duplicates more than once).

» Text Highlight — defines a color in which the result text displays, such as‘green’ or ‘blueg’. Simple
rules can be applied to make this conditional — for example, typing ‘0 to 5:Red’ highlights cells
with those values.

= Cell Highlight — defines a color in with the cell background displays, such as ‘red’ or ‘yellow’.
Simple rules can be applied to make this conditional —for example, typing ‘0 to 5:Red’ highlights
cellswith those values.

The checkbox ‘ Add Subtotals' allows the report designer to automatically add subtotal s to the bottom of each
report column that contains numbers. Click the * Advanced Field Settings' icon next to each field that will be
subtotaled to further refine how the subtotal will be calculated using the * Subtotal Function’ field (i.e. Count,
Count Distinct, etc.), or to suppress the subtotal for that field.
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The following buttons display below the field grid:

1. Quick Add — opens a pop-up window listing all available fields allowing the report designer to
select multiple fields at once.

2. Add Pivot —alows the report designer to add an additional level of information to the report.

0 A Pivot automatically groups and summarizes data, in a similar fashion to setting up a group
manually using the Function drop downs.

0 When adding aPivot, the grouped values are displayed in columns rather than rows, with the
calculated value displayed at the row/column intersection. For example, to view a count
of al Decision Terms by Article Type, a report would be created with the field ‘ Decision
Term’ selected. Inthe Pivot section, select ‘Article Type' using ‘ Group’, and count on
the ‘Unique Document ID’ field.

0 First select afield in the* Add pivot columns for’ drop down. Thiswould be the ‘Article
Type' field in the above example.

0 Select agrouping function (as described in the Function section above) to apply to thisfield.
The available options are dependent on the selected field. Thiswill be used to create the
Pivot Table columns. Thiswould be *Group’ for the above example.

0 Select afield to be used in the calculation, then select the summary function to apply to that
calculation and the format to be applied to the results. In this example, the field for
calculationis ‘Unique Document ID’, and ‘ Count’ is the calculation.

3. Continue to Summary — allows the report designer to go to the Summary tab. The report
designer can alternatively click on the ‘ Summary’ tab instead of using this button.

4, Preview — clicking this button generates a preview of the ‘ Report Results' page, without saving
the report. The report designer can alternatively click the ‘Preview’ tab instead of using this
button.

Tab 3: Summary

A Summary Report isadlightly simpler version of the Detail Report (defined on the ‘ Fields' tab) created on
the Fieldstab. Usethisreport for asimple list of submissions, or to apply grouping or summary functionsto
those lists for simple subtotals. The arithmetic, visua grouping, and Pivot functions are not available for
Summary reports. Thisstep is optional.

The'Title' box allows the report designer to enter atitle specifically for the Summary Report section. This
will be displayed for this summary, and may be different from the general report title entered on the ‘Misc’ tab.

The ‘Records box allows the report designer to limit the number of results that are returned in the Summary
report.

Note: In most cases, the report designer will not want to limit the number of results, in which case the Records box
should be empty.

Aswith the ‘Fields' tab, the report designer chooses the fields to appear in the summary report by using the
‘Fields’ drop-down list, adds a description, enables sorting (if desired), chooses a function, and selects the
format (see ‘Tab 2: Fields' of the EAR Help for full information).

Two checkboxes display under the field grid:

= Add Subtotals — When thisis checked/selected, subtotals are generated for all columnsthat use
numbers. To suppress the subtotal for a given column, or control the exact calculation of the
subtotal of agiven field, click the * Advanced Field Settings' (gear) icon for that row and make a
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selection from the ‘ Subtotal’ drop-down list. The report designer may also leave the subtotal
choice at ‘Default’, and the system will use the most logical subtotal for the field.

= Add Deltas— When checked/sel ected, the system generates the difference between the value in one
row and the value in the next row in all columns that contain numerical values. Example: This
can be used to calculate the difference between the number of submissions received in one year
versusthe following year. Select the Document Table as the data source, then select Unique
Document ID with the Function * Count Distinct’, and ‘ Initial Date Submitted’ with the Function
‘Group (Year)' to get acount of all unique manuscripts submitted per year. Then select the * Add
Deltas checkbox to show these results and add in the difference between one year and the next, in
both absolute number and percentage.

The following buttons display:

1. Continueto Chart —alows the report designer to go to the ‘ Chart’ tab. The report designer can
alternately click the*Chart’ tab instead of using this button.

2. Preview — clicking this button generates a preview of the ‘ Report Results' page, without saving the
report. The report designer can alternatively click the * Preview’ tab instead of using this button.

Tab 4: Chart

This Chart step is optional, and isused if the report designer wants to include a chart or graph with the report.
The standard report * Average Days to Decision by Editor’ displays an example of abar chart display.

Thefirst step isto select a Chart type. The following types are available:

= Trend — displays aplot of the results in the shape of aline graph.

« Pie—displaystheresults asapie chart. When ‘Pie" is selected from the drop-down list, additional
options are available such as ‘ Explode largest slice’ (separate the largest slice from the rest of the
pie), ‘ Show Percentage’ (show the chart as percentages of the total instead of raw numbers), etc.

« Plot — similar to Trend, but the individual results (plot points) are not connected by aline.
* Bar — displaysthe results as a bar graph. Additional parameters are available when ‘Bar’ is chosen.

» Funnel — displays the results in the shape of a funnel (typically used for illustrating a process where
itemsfall in number as they progress through the workflow).

Note: When using a funnel chart, the results are not sorted by default, so in order to make this chart meaningful,
the results should be sorted from largest to smallest.

Depending on which type of Chart is selected, additional selections may be configured for the chart. These
may include:

= Title—allowsthe report designer to enter atitle to appear over the chart. Thiswill be displayed for
this chart, and may be different from the general report title entered on the ‘Misc’ tab.

= Records - allows the report designer to limit the number of results that are used to build the chart.

Note: In most cases, the report designer will not want to limit the number of results, in which case the Records box
should be empty.

= Label —alowsreport designer to use the drop down to select the horizontal (X) axis labels
(categories) for the chart. The‘Average Daysto Decision by Editor’ report usesthe ‘Last Name
of the Editor who made First Decision’ field asthe valuein this drop down.
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= Value—alows report designer to use the drop down to select the value that is being graphed. The
‘Average Days to Decision by Editor’ report uses the ‘ Days with Editor’ field with an * Average’
function. Thiswill display the average days to decision per Editor on the chart.

= Separator — displayed for some chart types. If displayed, it allows the report designer to further sub-
dividetheresults. The‘Average Daysto Decision by Editor’ report uses the ‘ Final Decision
Term’ field to break down the average days with Editor by decision.

= Show legend — when selected, shows the Label legend to the right side of the chart. Example: If
‘Article Type' is selected asthe label for a pie chart, the chart will show each individual Article
Typein the legend, along with each Article Type' s color as depicted on the chart. The report
designer might use alegend instead of dlice labels on apie chart. This could be combined with the
checkbox ‘ Show Percentage’ in which case the slices would be labeled with the percentage of the
total number and the Article Type of each slice would be shown in the legend.

» Show as 3D — shows each dlice of aPie chart in 3D.

= Explode largest slice — shows the largest slice of a Pie chart as separated from the other dlices.

= Show Percentage — adds % labels for each slice of a Pie chart.

« Show Value Labels— adds labels to the values. Available for a Trend chart and Pie chart.

= Show Slice Labels— adds labels for each slice of aPie chart.

= Show Pareto — adds a cumulative trend line above a bar chart, and adds aright axis with % of total
identified.

= Smooth — smooths out atrend chart (line graph), so that the line appears curved rather than spiky.

= Connect — connects the lines of a Plot chart, making it similar to a Trend chart.

= Chart Type —apie chart can be displayed as afull pie (like a pizza) or as adoughnut with aholein
the center.

= Label Title (Bottom) — allows the report designer to add text for the horizontal 1abel (X) axis.
= Vaue Title (Left) — alows the report designer to add text for the vertical value (Y) axis.

= Target Report —if areport is created with adrill-down field enabled (see‘ Tab 6: Misc’ of the EAR
Help for more information), and that field is included in the chart results, then clicking the relevant
chart segment will drill-down to the underlying report.

The following buttons display:

1. Continue to Gauge — allows the report designer to go to the * Gauge' tab. The report designer can
aternately click the ‘Gauge' tab instead of using this button.

2. Preview — clicking this button generates a preview of the ‘Report Results' page, without saving the
report. The report designer can alternatively click the ‘Preview’ tab instead of using this button.

Tab 5: Gauge

This step is optional, and is used if the report designer wants to create a gauge (speedometer-type chart). The
standard Production Tracking report * Avg Days to Complete Production Tasks in selected timeframe’ displays
agauge on the results page.

The following selections are available for configuring the gauge:

= Title—alowsthe report designer to enter atitle for the gauge(s).

« Results - limits the number of gauges displayed (maximum of 12 gauges).
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= Name — alows the report designer to select afield to be used as the label for the gauges from the list
of available fields (based on the selected Data Sources). In the * Avg Days to Complete Production
Tasks in selected timeframe’ report, the Nameis ‘* Submission Production Task Name', where each
gauge will be labeled with the name of a Submission Production Task.

» Vaue—alows the report designer to select the value to appear in the gauge from the list of available
fields (based on the selected Data Sources). In the * Avg Days to Complete Production Tasksin
selected timeframe’ report, ‘ Days between Submission Production Task Assignment and Task
Completion’ isthe value, with the ‘ Average’ function used to calculate an average number of days
for each Submission Production Task.

= Sort —allows the report designer to determine which results (gauges) appear first based on the
selected sort field. The default sort is ascending (smallest to largest), to sort descending (largest to
smallest), select the checkbox Sort (z-a).

* Minimum and Maximum — allows the report designer to determine the smallest and largest value
shown on the gauge.

= Gauge Style — alows the report designer to select the appearance of the gauge:
1. Radial (speedometer style)
2. Radial 2 (alternative speedometer style)
3. Linear (ruler style)
The following buttons display:
1. Continueto Misc — alows the report designer to go to the ‘Misc’ (Miscellaneous) tab. The report
designer can alternately click the ‘Misc’ tab instead of using this button.

2. Preview — clicking this button generates a preview of the ‘Report Results' page, without saving the
report. The report designer can alternatively click the ‘Preview’ tab instead of using this button.

Tab 6: Misc

The Misc step isoptional. It allows the report designer to enter a Title, Header and Footer for the report. It
also allows configuration of “ Share With” rights and the selection of a Drill-Down Key.

The following options are available:

» Title—allows the report designer to enter atitle for the report asawhole. Thisisthetitle that
displays on the Main Menu.

= Description — alows the report designer to enter a report description that is displayed underneath the
report title on the results page.

= Header — alows the report designer to enter a header that appears above the report Title on the
results page.

= Footer —allows the report designer to enter afooter that appears below the last table of results.

= Share With — always set to 'Everyone’. For the EM/PM implementation of the EAR, the only
available option is‘Everyone'.

» Rights—allows the report designer to determine whether thisis a shared report, and whether other
users may make changes. The default setting for new reportsis ‘Full Access. Theoptions are:

1. None- savesthereport under the report designer’s 'My Reports' area of the EAR main menu.
No other user can view or resave the report. The report designer can click the 'Design’
button to make changes to the report and save the changes to the same report (using the
'Save' button), or to anew report (using the 'Save As' button).
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2. Full Access— savesthe report under the 'Shared Reports area of the EAR main menu. Other
users can click the 'Design’ button to change the report, and can save changes to the
underlying report using the 'Save' button or use the 'Save As button to save changesto a

new report.

Note: Using the ‘Save' button will overwrite the existing report. Allowing Full Accessto the report may result in
other users saving changes over the original report.

3. Read Only — saves the report under the 'Shared Reports' area of the EAR Main Menu. Other
users can view the results and click the 'Design’ button to make changes and then use the
'Save As button to save the report under anew name. Only the report designer seesthe
'Save' button to save changes to the base report.

4. View Only — savesthe report under the 'Shared Reports' area of the EAR main menu. Other
users can view the results, but cannot resave the report under a new name. The 'Design’
button is suppressed on the Report Viewer toolbar.

Note: Standard reports can never be overwritten, but a copy can be saved under new name and the copy can be
changed.

= Drill-Down Key — the drop-down box lists al fields available for the report (based on the selection
in the Data Sources tab). Making aselection in this drop down allows this detailed report to be
used as a subreport of a different calling report, using afield common to both reports. When the
report viewer clicks the common field in the top-level report, they can see the results of the lower-
level report. Seethe‘Tab 2: Fields section of the EAR Help for more information on designating
the link between the calling report and the subreport (detailed report).

Note: The Aries-created standard reports that are configured with a Drill-Down Key are indicated with the word
‘Subreport’ in their report name.

1. Example: The standard report ‘ People Detail Sheet Subreport’ uses the ‘ People Unique ID’
field asa Drill-Down Key. When the Editor runs the standard reports ‘ People and
Ingtitutions’ or ‘ People and Classifications’, the * People | D- drill down’ column appears on
the results page, with each People ID as aclickablelink. Clicking a People ID bringsup a
pop-up window with the portion of the * People Detail Sheet Subreport’ that isrelevant to

that particular People ID.
The following buttons display:

1. Continueto Style —allows the report designer to go to the ‘ Style’ tab. The report designer can
aternately click the ‘ Style' tab instead of using this button.

2. Preview — clicking this button generates a preview of the ‘Report Results' page, without
saving the report. The report designer can aternatively click the ‘ Preview’ tab instead of

using this button.

Tab 7: Style

The Style step isoptional. It allowsthe report designer to enter custom colors, set pagination, and customize
the appearance of the report on the screen.

The following options are available:

= Border color/Header color/Header foreground color/Item color/Item foreground col or/Alternating
item color — alows the report designer to select custom colors for each of these areas on the report

C ditorial C roduXion

@
Confidential — Subject to change — Copyright © 2013, Aries Systems Corporation — Page 20 anager anager




Enterprise Analytics Reporting
Version 10.2 — 10/2014

results. When selected, the ‘ Sample grid’ (shown below the ‘ Restore Default’ button) reflects the
color selections as a preview for the report designer.

= Restore Default button — allows the report designer to reset all the colors to the default colors, and
reflects the default colorsin the Sample Grid.

= Sample Grid — reflects the color selections and functions as a preview of the report results display.
» Checkboxes—a series of options, including:
0 Landscape printing: Determines the orientation of the report when printed to a PDF.

0 Show page number: If selected, the page number displays at the top of each page when
printed to a PDF.

o0 Show date and time: If selected, the date and time the report was printed appears at the top of
each printed page.

0 Usepaginationinweb view: When areport isrun where thisis selected, the report displays
pagination links on the results page (1-100, 101-200, etc.) to enable users to navigate
through the result set.

0 Add bookmark for each visual group: When Visual Grouping isused (seethe ‘Tab 2: Fields
section of the EAR Help), bookmarks for each section are generated on the |eft side of the
PDF.

0 PageBreak After Visual Groups: When Visual Grouping isused (seethe ‘Tab 2: Fields
section of the EAR Help), each Visually Grouped set of data appears on a separate pagein
the PDF.

0 Minimize Grid Width: Allows the report to take up the minimum amount of space on the
screen, instead of expanding to fill the whole screen.

= Visual Group style

0 Thischoiceisapplied if the checkbox ‘'VG’ was selected for afield (on the Fieldstab). It
governs the display of the visual group sub-headers.

= |tems per page (in Viewer)

0 Aninteger value may be entered here. It governs how many rows are listed on the results
page before anew page is created (causing the pagination links to be displayed).

« Report Order

0 Thereport designer can designate the order in which the Chart, Gauges, Summary report and
Detail report are shown on the results page. These sections can be re-ordered by using the
move up and move down icons.

« Field|Vaue column pairs
0 Thischangesthe display from simple fields in columns, to @ more columnar display.
0 Thevalues 1 through 4 can be selected from this drop-down box.

0 Thischoice governs how many columns of field/value pairs appear on the results page.
Examples. Choosing 4 from the drop-down box causes 8 columns to appear on the results
page — 4 field name columns and 4 associated value columns. Choosing 2 resultsin a
display similar to the submission ‘Details page.

Note: To apply this setting, one of the two checkboxes below must also be selected.
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= Show main report in Field|Value style — causes the Field|Value column pairs configuration to be
applied to the main (not summary) report.

= Show summary report in Field|Value style — causes the Summary report (if any) to be displayed
using the Field|Vaue column pairs configuration.

The following buttons display:
1. Continueto Filters— allows the report designer to go to the ‘Filters' tab. The report designer
can aternately click the ‘Filters' tab instead of using this button.

2. Preview —clicking this button generates a preview of the report results page, without saving
the report. The report designer can alternatively click the ‘Preview’ tab instead of using
this button.

Tab 8: Filters

The ‘Filters' tab controls which records will display in the final report. This step is optional, though typically
used to limit the datareturned. It allows the report designer to filter (limit) the report results based on the value
of any field available for the report. This page is similar to the existing * Search Submissions' page.

Note: Configuring a filter on this page applies thefilter to all the report results — the detail report, summary report,
chart and gauges.

The following options are available;

» Filter Field — adrop-down list allowing the report designer to select any field available for the report
(per the ' Data Sources' tab). Additionally, filters may be based on calculated fields; for example,
if the‘Count’ function is selected for Manuscript Number on the Fields tab, both the Manuscript
Number itself and the [Manuscript Number] (calc) fields are available for filters.

Note: The field does not need to have been selected on the ' Fields' tab, and does not need to appear on the results
page.

0 Operator — the report designer can designate whether the Filter Field is greater than avalue,
equals avalue, iswithin adesignated time period (such as‘Last Year’ or ‘In the past’),
contains certain text, equals multiple values, doesn’t equal multiple values, equals one
value [Equals (select)], doesn’'t equal one value [Doesn’t Equal (select)], etc.

0 Values—depending on the selection in the Operator field, the Vaue column allows the report
designer to either typein avalue, or select from alist of values. Making a selection here
limits the report to results that match the value (or don’t match the value, depending on the
operator). Leavethevauesetto[...] to search for any value. When combined with the
Parameter setting (below), this allows the end-user to select the parameters rather than
setting a pre-determined value to be used.

Note: To combine multiple filters, the filters should be configured first, and combined using the ‘ Filter Logic’ entry
box (see below).

0 Blank — select this box to return results with the value of blank (null) in addition to the
configured value (i.e. ‘Equals X or isblank’).

0 Parameter — selecting this checkbox causes the filter configuration to be displayed on the
‘Report Results' page. The user running the report can change the filter and click the
‘Update Results' button on the toolbar to see the results with the new filter.
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Note: When filters are applied to a report, they do not display at the top of the ‘ Preview’ page. They will only
appear at the top of the Report results when the report is run, not previewed.

0 lcons—The standard delete, add item above, add item below, and move icons are displayed.

= Show Filtersin Report Description — selecting this checkbox displays the values of each filter used
to generate the report in the report’ s descriptive text, but does not allow the user to change the
filters. To alow the user to change the filters, select the ' Parameter’ checkbox next to each filter
you want the user to be able to change.

= Require drop-down box —making a choice in this drop-down box requires the end user to select a
valuefor at least one, the first, or the first two filters when running the report.

Note: To cause a filter to appear to the end user, the ‘ Parameter’ checkbox must be selected for thefilter.

= Filter Logic —to combine the filters in any way other than simple ‘ AND’ logic, the report designer
must type the filter logic into the box. For example, to combine three filters so that a result must
match both filter one and two OR match filter three to appear in the results, the report designer
would type: (1 AND 2) OR 3 (using the filter numbers). Parentheses and OR can also be used, as
shown in the example above.

The following button displays:

Preview — clicking this button generates a preview of the ‘Report Results' page, without saving the report. The
report designer can alternatively click the ‘Preview’ tab instead of using this button.

Cross-Publication Enterprise Analytics Reporting

Business Publishers may use the Cross-Publication Enterprise Analytics Reporting tool, similar to the existing
Enterprise Analytics Reporting tool. The publication must first have a signed agreement with Ariesto use Cross-
Publication Enterprise Analytics Reporting before the feature can be enabled for use. Once available, Editors with
proper permission will see anew link on the Reports menu — Cross-Publication Enterprise Analytics Reporting.

Figure 1 - Reports Menu (partial page)

Reports

Report Tools
Enterprise Analytics Reporting
Cross-Publication Enterprise Analylics Reporting
General Data Export

Custom Report
Search/Manage Conference Submissions

Status Reports
Accepted Manuscripts Without a Publication Date
Current Status Report
Publishing Pipeline Report
Published Table of Contents Report
Editor's To-Do List Report
Current Role Designations Report
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Additionally, for publications using Production Tracking, Editors with the Production Tasks menu and with the new
‘Run Cross-Publication Enterprise Analytics Reports RoleManager permission enabled will see the Cross-
Publication Enterprise Analytics Reporting link in the ‘ Reports' section of the Praduction Tasks main menu.

Figure?2

Production Tasks

Editorial Proposal Menu

Search
Manaﬂi“g Search Submissions | Search People
Editor
Production
Tasks To-Do List
Menu Submission Tasks Assigned to Me (1)
Schedule Group Tasks Assigned to Me (1)
Quick Searches: ‘At-Risk' Submissions (15)
Article Title with ey
Dverview
Decembar Supplement
Production Initiated - No Tasks Assigned (9)
Submission Tasks | Have Assigned (22)
Schedyle Group Tasks | Have Lssigned (2)
View All Submissions In Production (29)
view all Production Tasks With Authors (4)
Production Status Grid
Reports

ubmission Tasks Reminder Report

chy lz Gry Tagks Reminder

Clicking this link from either location leads to the Cross-Publication Enterprise Analytics Reporting main menu
page. From this menu, users can:

¢ Run standard cross-publication reports supplied by Aries, and adjust report parametersif the report allows
it.

e Run shared cross-publication reports created by other users.

e  Create cross-publication reports and share these with other usersif desired.

e Create new cross-publication reports based on standard reports.

< Editorial Gh;ProduXion
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Figure 3 - Cross-Publication Enterprise Analytics Reporting Main Menu —list subject to change

Cross-Publication Standard Reports

Cross-Publication
Enterprise
Analytics

Reportirlg People and Classifications

. Cross-Publication Editorial Reports

People and Institutions
P il Sheet
People List

Submission Turnaround Times - Editorial

Create Report

Submissions Received - By Article Type and Year

mission ived - n nd Year

Submissions Received - by Month and Year

T Cross-Publication Production Tracking Reports

Number of Submissions per Open Schedule Group

Back to Reports Menu
Enterprise Analytics Reporting
Editor Main Menuy

When the feature is first enabled, the Cross-Publication Enterprise Analytics Reporting main menu provides access
to a set of Cross-Publication Standard Reports created by Ariesfor all publications. The Standard Reports section of
the main menu has two categories of reports: Cross-Publication Editorial Reports and Cross-Publication Production
Tracking Reports (displayed only for publications using Production Tracking). Clicking on areport name
immediately runs the report and displays results based on the default criteria.

Editors may use the ‘ Create Report’ link, located to the left of the report menu, to make a new report, or they may
use a Standard Report as a starting point and save a customized version of the report. When reports have been
created and saved by the Editor, these will also display on the Cross-Publication Enterprise Analytics Reporting
main menu in their own section. Reports can be saved as individual-level reports (accessible only to the report
creator) which are listed in the ‘My Reports' section. Reports can also be shared with other users, and arelisted in
the * Shared Reports' section.

: '-ﬁEditoriaJ c roduXion
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Figure 4 — Partial page display; Editor RoleManager

# Flag lcons

# Proxy Activities
= Administrative and Reporting Functions
System Administration Functions
® Unrestricted Access
O Restricted Access
Produce Reports
Schedule Reports

Run Cross-Publication Enterprise Analytics Reports
Create Automated Reviewer Reminders
Send Reviewer Reminders
Send Editor Reminders
[ Create Automated Author Revision Reminders

Send Author Reminders

Note: When thisfeatureisfirst enabled, the only reports on the menu will be the Sandard Reports. The ‘ My
Reports’ and ‘ Shared Reports’ sections appear after the Editor saves their own reports, or after another Editor
saves a report as a Shared Report.

To Configure: Enterprise Analytics Reporting is enabled by Aries' Customer Service group. To enable this
feature, please contact your customer service representative.
Main Menu Overview

The Cross-Publication EAR Main Menu displays all available reports separated into sections. A folder icon & is
displayed next to each report category. Clicking thisicon expands/collapses the list of reportsin each category.

Figure5 - Collapsed Reports List

Cross-Publication Standard Reports
Cross-Publication
Enterprise
Analytics
Reporting

(. cross-Publication Editorial Reports

.. Cross-Publication Production Tracking Reports

Create Report

Back to Reports Menu
Enterprise Analyvtics Reporting
Editor Main Menu
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Figure 6 — Expanded Reports List

Cross-Publication Standard Reports
Cross-Publication

Enterprise . . i o
Analytics . Cross-Publication Editorial Reports

Reporting (o Cross-Publication Production Tracking Reports
MR Avg Days to Complete Production Tasks in selected Timeframe

Number of Submissions per Open Schedule Group

Back to Reports Menu
Enterprise Anal Reporting
Editor Main Menu

Each report name appears asa link, and clicking the link will run the report. Hovering the mouse over areport name
without clicking may display oneto four icons to the left:

e '‘Delete < The ‘Delete’ icon alows the user to delete the report.

e ‘Design’ J_ The ‘Design’ icon allows users to edit the existing report. Users may need to save the
edited report as a new report depending on the viewing permission on the original report (seethe ‘ Tab 6:
Misc’ section of this document for more information on security settings).

o ‘E-mail’ ™ _The‘E-mail’ icon allows the user to e-mail the report resultsto a user using a letter in the
Enterprise Analytics Reporting letter family.

e ‘Schedule _“] — The ‘Schedul€e' icon appears only for Editors with the * Schedule Reports’ permission
enabled. It allows one or more delivery schedules to be saved for areport. Once saved, the report is
automatically e-mailed to the selected recipients per the saved delivery schedule. The report e-mail can
contain a PDF of the report and/or adeep link to automatically log into the system and view the live report
results. NOTE: The recipient must be aregistered user to use the report deep link.

The display of the ‘Delete’ and ‘Design’ icons depends on how the report was saved (e.g. if it was saved as ‘ View
Only’, then no user except the report owner can edit or delete the report). Standard reports created by Aries cannot
be modified or deleted by any user, but the ‘ Design’ icon allows users to modify the report, to be saved as a new
report. ‘E-mail’ and ‘ Schedule’ icons display based on permissions of the logged in user.

Figure7-‘Delete’, ‘Design’, ‘E-mail’, and ‘' Schedul€e’ icons display for a report

My Cross-Publication Reports

.. Editorial Reports

Iﬂ I'? M 2' Article Types by Authors

Editors may click the ‘Design’ icon to edit a standard report and then save that report definition under anew name
using the *Save As' button on the report toolbar. The new report will save in either the ‘My Cross-Publication
Reports or * Cross-Publication Shared Reports' area, depending on whether the Editor has elected to share the new
report with other users.

(;;Editorial c roduXion

@
Confidential — Subject to change — Copyright © 2013, Aries Systems Corporation — Page 27 anager anager



Enterprise Analytics Reporting
Version 10.2 — 10/2014

When reports are saved in Cross-Publication EAR, they are made available across al publications in the business
publisher for which Cross-Publication EAR is enabled. This means that an Editor can run the same report from any
of the publication in the Cross-Publication EAR.

Figure 8 — Cross-Publication EAR Main Menu partial display with ‘My Cross-Publication Reports' and ‘ Cross-
Publication Shared Reports areas

My Cross-Publication Reports
Cross-Publication
Enterprise
Analytics Article T Auth
Reporting

.. Editorial Reports

Create Report Cross-Publication Shared Reports

L Amy's
.= Caroline's reports

MS Stat Hist Basic report
Test of SGTOC headers view
test Schedule group TOC view

. Editorial Reports

Article Types by Author

To run areport, the Editor clicks on areport name. The display format of the results page depends on the report
design (see the ‘Running an Existing Report’ section of this document for more information).

Figure 9 — Sample Report results page — filters at the top of the page may be used to modify the report, displayed
in the table below
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Pt | Initial Date Submitted ¥ || Group(Year) G
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3 | Initial Date Submitted ¥ | In Time Period ¥ || In The Past »O B+%l
4 ¥ et O B+%!

[[] Show Filters in Repart Description
[Require * | Parameters in Viewer

[Filter Logic |Ex:(1 OR 2) AND (3 OR 4)

Provides a breakdown of submissions received in specified time penod, by
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ik Review 0) 0) 0 0) 0) 0 1 0
Review 0f 1] o 0| 1] 0 0| 3
k Review 0f 1] [ 1 0f of

Users may create a new report from scratch by clicking the Create Report link on the left side of the main menu.
Clicking this link opens the report design interface. See the ‘ Creating a New Report, or Editing an Existing Report’
section of this document for detailed information on creating a new report.
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Figure 10— I nitial Design Report page
Data Sources H Fields " Summary ][ Chart " Gauge ][ Misc H Style H Filters ][ Preview ]

[Ereportist | new bsave psave ron. hrrnt sof | B B & (] 3 @ | Resuits -

[ allow nulls
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: Choose View or Table
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Running an Existing Report
When the Editor clicks areport name from the main menu, the report will run and display the results page. The
results page may be configured to display any or al of the following:

1. A chart —displays agraphical depiction of the data being reported (for example, abar chart, pie chart, etc.)

2. A gauge (speedometer-style graphic) — used for a ‘dashboard’ -type display of the data to help visualize
critical performance data

A summary report — provides a high-level summary of the information being reported in a table format
A detailed report — provides a detailed display of the information reported in a table format

Each element is configured on its own tab in the ‘Design’ view. Seethe ‘Creating a New Report, or Editing an
Existing Report’ section of this document for more information on these report elements.

Figure 11 — Sample Report with Chart
Accepted Submissions by Country

1RAN (ISLAMIC REPUBLIC OF) I UNITED STATES
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I Cither

UNITED STATES

Country Count{Manuscript Number)
JCANADA
JOHILE
=an
JIRAN (ISLAMIC REPUBLIC OF)

pales fes fou

When the results are returned, there is atoolbar at the top of the page with options for the user to e-mail the report,
download the report, edit the report, or go back to the main menu.

Figure 12 - Toolbar

M 5] [EJreportist | Frrint ) @ [x] W] 9 | Results| All v | (7 Design

o 2 _ Ajlowsthe user to e-mail the report resuilts to another user.

o =l_ AllowsEditors (with * Schedule Reports permission) to create delivery schedules for areport. Once
saved, the report is automatically e-mailed to the selected recipients per the saved delivery schedule. The
report e-mail can contain a PDF of the report and/or adeep link to automatically log into the system and
view the live report results.

o The'El Report List’ option returns the user to the Cross-Publication EAR main menu.
e Thereare anumber of options available for downloading the report results:

o ¥ Print — Prints the results to a PDF file. When the file isready, a dialog box displays allowing the
user to save the PDF to disk or open and print it immediately.

o & _ pownloads the resuitsin comma separated value (CSV) format.
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o ¥ _Downloadsthe resultsin OpenOffice document (SXW) format.
o %] _ pownloads the resultsin Microsoft Excel format.
o ™]_Downloads the resultsin Microsoft Word format.
o £l-Downloads the resultsin an XML document.

o} @— Downloads the results in Rich Text Format (RTF) format.

The Results filter allows usersto limit the number of records displayed on the results page. This should be

]
set to ‘All’ to ensure that all datais returned, though the number of rows presented may be limited to 1, 10,
100 or 1000.

Figure 13

54 5 [Elreportist | Feint E) @ =] W] Q) @ | Resuits| All_|v|| _J Design
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2 | Editorial Status ¥ | Isn't Like v | |remove 0O B2%t

3 | Initial Date Submitted ¥ | In Time Period ¥ | In The Past vyO B2»%1

4 v v O B2

Reports are usually limited to certain data sets (for example, submissionsin the current year) using Filters. The
report designer decides whether the filter can be changed when the report is run, for example to change the date
range that the report covers. If the report contains a Filter that can be changed when running the report, the Filter(s)
display at the top of the report results page (similar to the way ‘ Search People’ works). The Editor can change the
filter temporarily (for example, change Reviewer Stop Date — In Time Period — In the Past, to Reviewer Stop Date —
In Time Period — Previous Y ear).

Figure 14 — Filter Results
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To see the results with the change applied, the Editor may need to click the ‘ Update Results' button.

Figure 15 — Update Results Button
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The Editor may also usethe ‘Add Field' and ‘Delete Field’ drop-down lists to temporarily add or delete fields to the
information displayed in the report results, for example to add an additional piece of information before
downloading results. The‘Add Field' drop-down displays all fields in the View from which the report was created.
The ‘Delete Field’ drop-down displays the fields currently selected to display on the report (fields selected on the
‘Fields tab when the report was created and any fields added by the Editor using the *Add Field’ drop-down).

NOTE: Not all fields availablein the ‘Add Field’ drop-down may be applicable to the report as designed.
NOTE: Adding or deleting afield in thisway affects the detail report results only.

If the Editor wishes to permanently save the new report layout, the Editor must click the ‘Design’ button (the
changes are retained) and then click the ‘Save’ button to re-save the report with the new selections, or click the

‘Save As’ button to save the report under a new name.

NOTE: Some reports may be saved with a permission that does not allow other Editorsto save changes. Seethe
‘Tab 6: Misc’ section of this document for more information on report permissions.

NOTE: Fieldsadded or deleted are displayed temporarily, and are discarded in the event the ‘Report List’ buttons
areclicked. To retain changes to use the modified report again and again, users must click the ‘Design’ button,
and then ‘Save’ or ‘Save As...".

Figure 16 — Saving an Edited Report as a New Report
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Creating a New Report, or Editing an Existing Report

Editors may develop new reports by either creating anew report, or modifying an existing report.

Create a new report by clicking the Create Report link from the Cross-Publication Enterprise Analytics
Reporting main menu.

Edit an existing report by clicking the ‘ Design’ g icon next to the report name on the menu, or by
clicking the ‘¥ Design’ button from the report results page.

Reports are created with the following basic steps:

Select the reporting view that contains the desired information. NOTE: Cross-Publication EAR contains
only views, not tables, and does not allow more than one view to be joined.

Define one or more elements for displaying the data. Reports can contain a detailed report, plus one other
supporting summary, chart or gauge.

Define the filters required to limit the data results returned in the report.

Format the report and provide titles and descriptions.

When creating a new report or editing an existing report, the Editor is brought to the Report Designer interface.
This interface displays a series of tabs used by the report designer to create or modify the report.
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Data Sources — Select your data source (view) from the available list. Thisisarequired step.

Fields— Select the fields to be displayed on the Detailed Report. Available fields are those included in the
view selected on the * Data Sources' tab. This step also alows complex grouping, arithmetic and Pivot
Table functionality to be applied to the data. This step isoptional, though at least one of the four key areas
(Fields, Summary, Chart, Gauge) should be configured for areport. Each of these four areasis
independent, with separate field selections for each.

Summary — Select the fields to be displayed on the Summary Report. Available fields are those included in
the view selected on the ‘ Data Sources' tab. Thisis an optional step, though at least one of the four key
areas (Fields, Summary, Chart, Gauge) should be configured for areport. Each of these four areasis
independent, with separate field selections for each.

Chart — Configure a chart to display information graphically, in achart format selected from plot, bar, pie,
trend, funnel. Thisisan optiona step, though at least one of the four key areas (Fields, Summary, Chart,
Gauge) should be configured for areport. Each of these four areas is independent, with separate field
selections for each.

Gauge — Gauges can be used to build * dashboard’ -type displays and help users visualize critical
performance data. Thisisan optional step, though at least one of the four key areas (Fields, Summary,
Chart, Gauge) should be configured for areport. Each of these four areas is independent, with separate
field selections for each.

Misc — Add aReport Title, Report Description, Report Header and Report Footer. Thisis aso where
permissions are determined (whether thisis a shared report, available to al users, etc.). Thisisan optional
step, though it is recommended that atitle and short description be entered for the report.

Style — Change the colors of the report, the display order of the elements (Detail Report, Summary Report,
Chart, Gauge), and other layout elements. Thisisan optional step.
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e Filters—Usethistab to set up search criteriafor the reports. For example, use this tab to set up specified
date ranges for a search, or to limit a report to a specific term (such as a specific Editor decision term).
Thisisan optional step, though most reports will require one or more filters to exclude unwanted data.

e Preview — Thistab alows the report results to be viewed during the design process, without leaving the
report design interface. Each tab also hasa‘Preview’ button that brings the designer to the * Preview’ tab.

Figure 17 — Report Design Toolbar

Data Sources | Fields H Summary " Chart “ Gauge H Misc H Style " Filters “ Preview ]

[ElReportlist | _INew [Jsave bfsavens... Frrint sof | ) @@ [x] (W] <) &@ | Resuits| 1000 v

Below the row of tabs isthe report designer toolbar containing some additional items not displayed on the Report
viewer toolbar:

o JNew-—Allows report designersto create anew report.

. H Save - Saves changes to the existing report under the same name.
NOTE: Thisbutton isnot available for al reports, such as a standard report. It isavailable for all
users where areport is saved with ‘Full Access' permission. Seethe‘Tab 6: Misc’ section for more
information on permissions.

. H Save As... — Allowsthe report designer to save a copy of the report under anew name. To savea
modified version of a standard report; click the ‘¥ Design’ button, make edits, then use this button to
save a copy.

e SOU_Ajlowstothe report designer to download the SQL query for the report as atext file.

All other buttons function as on the view report toolbar.

Each tab of the report design process alows the report designer to configure aspects of the report. Not every tab is
required to create a successful report, though there needs to be at least one element of the report configured (Fields,
Summary, Chart, or Gauge) in order to see any results on the page.

(ﬁEditoria@I c roduXion
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Tab 1: Data Sour ces

When creating a new report, the * Data Sources' tab is selected by default. Thistab iswhere the report designer
selects areporting View (a pre-joined set of database tables) from the list of available Views. Thislist contains a set
of Cross-Publication Views similar to the single-publication Views available in * Custom Reports' and the single-
publication EAR.

e NOTE: Someviewsare available even if the publication is not using the feature (e.g. Production Tracking
Views are available). These Viewswill not contain any dataif the publications are not using the feature.

Thisisarequired step. The report designer will not be able to access the other tabs to design the report until aview
has been selected.

Figure 18

Data Sources | Fields H Summary " Chart H Gauge " Misc H Style " Filtars H Preview ]
|ReportL|st | New fJsave Lsavess.. Frint soi | E) @& [¥] W] 9 | Resuits| 1000 (v

Please choose a View or Table

Chocse View or Table v/

Cross-Publication Authors & Submissions View
Cross-Publication Editors & Submissions View
Cross-Publication Manuscript Status History View
Cross-Publication Manuscripts & Classifications View
Cross-Publication People & Address View
Cross-Publication People & Classifications View
Cross-Publication People & Keywords View
Cross-Publication Review Questions and Responses View
Cross-Publication Reviewers & Submissions View
Cross-Publication Schedule Group Production Tasks View
Cross-Publication Schedule Groups Table of Contents and H
Cross-Publication Schedule Groups View

Cross-Publication Submission Production Tasks View
Cross-Publication Submission Production View
'Cross-Publication Submissions & Authcr Questionnaires Vig

If the report designer is editing an existing report, a View will have already been selected on the Data Sources tab.
This selection can be changed by selecting a different View from the drop-down.

NOTE: Changing aview may affect the Fields, Summary, Chart, Gauge, and Filters tabs.

ditorial

< ProduXion
anager’

Confidential — Subject to change — Copyright © 2013, Aries Systems Corporation — Page 35



Enterprise Analytics Reporting
Version 10.2 — 10/2014

Tab 2: Fields

After selecting the View from the Data Sources tab, the report designer clicks the ‘ Continue to Fields' button or the
‘Fields’ tab to move to the Fields selection page. This page is where the report designer selects the fields that will
be used for the detailed report.

The detailed report displays in a spreadsheet-like table, listing the selected fields (one field per column), but the
detail report allows much more complex analysis, through:
e Visual Grouping, splitting the detail report into multiple tables, grouped under selected ‘visua group’ fields

e Functional Grouping, permitting a subtotal function to be applied to data under a group (thisis not directly
linked to visua grouping)

e Arithmetic functions, allowing simple functions (addition, subtraction, multiplication, division)

e Pivot Table functionality, breaking down data under selected column groupings

Figure19
Data Sources || Fields |_I Summary || Chart .I Gaugel Misc Evle ]l Filters | Preview |
[Elreportist | Inew |ffsave fjsavens.. grrnt sol | B @ (3] W] Q) @ | Resuts| 1000 v

Records

Field Description Sort VG A Function Format

Article Type v || Adticle Type 0O 0D v ¥R
v | ¥ Sl >< B =

[] Add Subtotals

Quick Add Add Pivot Continue to Summary Preview

The ‘Records box allows the report designer to limit the number of results that are returned in the Detail report.

NOTE: Inmost cases, the report designer will not want to limit the number of results, in which case the Records
box should be empty.

This‘Field’ selector contains a drop-down list of al the fields that are available from the View selected on the Data
Sourcestah. The report designer can select any field contained in this View from the drop-down list. The
description entered in the ' Description’ field will display as the column name on the report, but the report designer
may change the description of thefield if desired. Alternately, use the ‘Quick Add’ button to add more than one
field at atime (see below for more information on this button).

NOTE: Every View available for Cross-Publication EAR contains afield called “ Publication Code’. Usethisfield
in reports to distinguish which publication each result row is pulled from.

The designer then has several checkbox options for display and manipulation of the valuesin the field:

e Sort — selecting this checkbox sorts the report results by the field’ svalue. The default sort is ascending. To

change the sort to descending, the report designer must click the Advanced Field Settingsicon “ and
select the checkbox Sort (z-a) from the Advanced field setting popup.

(;;Editorial c roduXion
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Figure 20 — Advanced Settings popup display

e VG (Visua Grouping) — selecting this checkbox causes this field to be displayed as a sub-header on the
report, and all results related to the sub-header are shown underneath. Selecting multiple fields will result
in the data grouped by sub-heading of all fields with VG checked/selected. Example: A report listing final

|V

|V

Descriptiq  Hide this field
Correspol

Sort (z-a)
Italic
Bold

Previa Width

Subreport

Url

Label Justification

Value Justification

Subtotal Function

Text Highlight
Cell Highlight

Value Ranges

Ooo0n0oano

O X

Drill-Down Style

example Page aspx?id={0}8&value={1}

Gradient Cells Shading []

example: 5 to 6:Blue;7 to 10:Red

example: 0 to 10:Under 10,10 to 100:10-100

(Default)

OK

g
4ll

v:a
v:a

lig

4l

disposition term and publication code could be visually grouped by the publication code field. Each
publication code will show up as a sub-header on the results, with al the final disposition termsin that

publication listed underneath, followed by another publication code sub-header with final dispositions, etc.

Visual Grouping automatically sorts by the fields selected.

Figure 21 — Sample: Visual Grouping Setting

i .Data Sources- ]i Fields |I .Summary ” Cha'!.!] Gauge |: Misc ][ Slyle.][ -Filners.lrp.rewewml

Records
Field
Publicaticn Code

Final Disposition Term

First Decision Term

[ Add Sudtotals

Add Pivot

Continue to Summary

w

Description
Publication Code

[Elreportist | [Inew brfsave bjsavens.. cdpint saf | B & [3] W] (<) fo) | Results| 1000 v | B4 T

Sort VG A Function

= = Group

Final Disposition Te O 1| Group

Count(First Decsior [] [ [/ Count

Preview

B8 B

Format

~ 0,000

< R
vﬁ"u'.;i'
v B &> %

L =
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Figure 22 — Sample — Visual Grouping Results
2 | Elreportust | Pt Z) @ (3] W] ) [m) | Resiss Al v [ Desn

= Showi Fiters  Add Field v Delete Fieid ¥ | | aFUpdate Resuts

AMYDEV 100

Termai Count{First Decision Term)

Count{First Decision Term)

e A (Arithmetic operation) — selecting this checkbox allows the report designer to perform addition,
subtraction or division of two adjacent fields. When the box is clicked, an arithmetic operator (such as +)
will appear. To change the operator, continue clicking in the box. Set the operator on the second field in
the desired equation. Place the desired description on thefirst field. The results page will display the first
field’svalue [+/-/*/+] the second field' svalue. In the standard report * Submission Turnaround Times —
Editorial’ (example shown below), the subtraction operator is used to cal culate the number of days elapsed
between dates (such as the number of days between Initial Date Submitted and First Decision).

Figure 23 — Fields page, displayed with Arithmetic Operator selected

Data Sources ]J Fields H Summary ll Char(-” Gauge J Misc H Style ” Filters H Freview ] - - - - - 5
[Elreportiist | [New |pfsave |fsavess.. Jprint sof | ) @@ [8] [w] <) @) | Resuts 1000 v | B4 [

Records

Field Description Sort VG A Function Format

Publication Code ~ | |Publication Code | [ [ [J| Group v B>l
Manuscript Number ~ | IMS Number O 0O 0O|Group s vyvEBeraal
Initial Date Submitted v||Receved 0O 0O 0O Group v || Short Date Sl < R
Date of First Decision ~ | |First Decision 0O O0O|Group ¥ || Short Date vB3es o8
Final Decision Date v |Final Decision O O 0O| Group + || Short Date v/ Braal
Date Final Disposition Set v: Final Disposition O 0O 0O|Group v | Short Date ¥ Beraul
Initial Date Submitted ~ | |Rec. - 1st Dec O OO Day€Oid v Sl >< -«
Date of First Decision v [0 [l Days Old v vBRB >332l
Initial Date Submitted ~ | |Rec - Fin. Dec 0O [ [0|Days Old v B> nl
Final Decision Date v O 0O & Days Oid v vB >3t
Initial Date Submitted ~ |Rec-Fin, Disp [0 O[O/ Days Od b > I
Date Final Disposition Set ¥, O 0O [E|Days Oid e S o< I+
Initial Date Suhmitted v | Ror.dct Darc M M1 Dave OId ) v A s25851

The report designer may also use a Function or Pivot to summarize and analyze the data.
There are two main types of Function:;

e  Group functions allow the report designer to specify the way the datais to be arranged for applying a
summary function.
NOTE: Grouping will return only unique rows. For example, if results are grouped by Article Type
without including Manuscript Number, one row would be returned for each Article Type configured. To
see a count of the submissions per Article Type, an additional field that splits the results down further, such
as Manuscript Number, needs to be added.

e Summary functions provide subtotals, averages or other summaries within the specified groupings
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As an example, users may wish to have areport that simply lists a count of submissions, with one Article Type per
row in asimpletable. Selecting the ‘Group’ function for the *Article Type' field will return one row per Article
Typein theresults. To then have a count of how many submissions are assigned each Article Type, the report
designer would select a summary function (such as* Count’ function on Unique Document ID), to get the count to
display for the Article Type group.

Figure 24 — Sample Report Criteria

[ Data Sources H Fields ﬂ Summary ][ Chart H Gauge ][ Misc 1[ Style ]I Fn[ters“ Preview I

™ Add Subtotals

Quick Add | Add Pivot

Records l_

Field Description

| Publication Code | Publication Code
| Article Type =] [article Type r
[Manuscript Number x| [Count(Manuscript N ™
| =l =

Continue to Summary | Preview

Sert VG

=

=
r
P

[Elrepoctust | new fesave fjsavess... gprnt sl | ) @ [=] W] (2 Bd) | Resuits [1000 ¥

A Function

Format

r [Group = B %%
™ [Group ~|[ = R
I [Count ~|[0.000 i ¢ IR =
m =] S ERT

Figure 25 — Sample Results of above report
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e NOTE: Thevauesavailablein the ‘Function’ drop-down box depend on the type of field being displayed.

o If atext field is selected, the choicesinclude * Group [group the results by this value and show all
unique results], Count [count the number of results with avalue in thisfield], and Count Distinct
[count the number of results with a unique value in this field, eliminating duplicates from the count].

o If adatefield isselected, additional choices are added; for example Group (Day) [groups results by
day], Group (Y ear) [groups results by year], Group (Month) [groups results by month], etc.

o If aninteger/numerical field is selected, the choicesinclude: Average [calculates the mean average of
the values], Maximum [displays only the maximum value], Minimum [displays only the minimum
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value], Sum [sums the values], Sum Distinct [increments the count once for each unique value,
ignoring duplicates], etc.

e Itisnot necessary to select anything from the ‘ Function’ drop-down box, however, if ‘Function’ is used for
any field, a selection must be made for al fields.

Similar summary functionality is provided by the Pivot functionality described below.

The ‘Format’ drop-down box is used to determine how the field will display. Example: A report could be designed
using ‘First Decision Term’ field with the ‘ Count’ function and with the Format szt as ‘% of Group (with
rounding)’. Another row with ‘First Decision Term’ again using ‘ Group’ function (to show the text of the term) can
be added, along with athird row of ‘Manuscript Number’ using the function of ‘Count’. Combine thiswith a Filter
set to ‘First Decision Term’ ‘Isn’t Blank’ (to exclude submissions with no first decision yet), and the results display
each Decision Term, and the percentage of total First Decisions represented by each term. When the report isrun,
thefirst field row displays as a column with the percentage for each decision term, and the second field row displays
as a column with the decision term listed.

Figure 26 — Sample report as described above

Data Sources ll Fields ]! Summary l[ Chart || Gauge J |'~1|5:1| Style H Filters l[:r:wew ]

[Elreortuist | hew bjsave bjsavess.. derin sof | 5 @B (5 W] Q) &) |Resuts [AI ~]

Records I_

Field Description Sort VG A Function Format

[First Decision Term =] [count(First Dezisior ¥ I [~ [Count =] [% of Group (witt =] E3 & = % 1
[First Decision Term jIFusl DecisionTerm ™ T ™ [Group jl j Brail
[Manuscript Number =] [CountiManuscipt N = = I [Count ~|[0.000 > R 2

I HI r el = A%

[T Add Subtotals

Quick Add | | Add Pivot | | Continue to Summary | | Preview

Figure 27 — Results of this configuration. Example: thefirst decision “ Revise” was 30.9 % of total first decisions
across all publications

[ Data Sources ” Fields " Summary |[ Chart ][ Gauge |[ Misc " Style " Filters H Preview 1

[Elreporttist | tew blsave bfsavess.. cgernt sof | 2] @ (& @ ) B |Resus[AT ]

Count(First Dedsion Term)i Count{Manuscript Number)

0. 1% |Accept Pending Language Content Editng by Editor

0.2%Editor Decision-Accept w/ Revision (fwpts &Ltrs 2
0.4%Reject/Transfer 3
0.4%[Editor's Decision-"Revise with changes” 3
0.4% [Editor Decision-Accept w/ Revision (/wpts &Lirs) 3

1.0% [Editor's Having Bad Day-Reject E
10.4%|Accept with Minor Revisions 85
20.1%Reject 161
30.9%Revise 254
36.2%|Accept 27|

To split out the First Decisions by Publication, add ‘ Publication Code’ to the Fields tab.
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Figure 28 - Example: now the First Decision is shown per Publication Code.

[ Data Sources ]f Fu_cI;][ Summary ]:--Er_:an ][ Gauge ][ Esc H_S:v!e ll F:I;ers ]| Praview l

Otiew fisave isavess.. cdent sof | B) B 6 W] ) @ |Resuss[AT =]

[ElReport List
Count{Manuscript Number)

3]
0.4%Reject/ Transfer 3
JAMYDEV 100 0.4%[Editor's Dedsion-"Revise with changes” 3
JINGLEDEV 100 0.6%[Reject 5
AMYDEV 100 1.0%|Editor's Having Bad "Day-Reject 8|
JINGLEDEV 100 3.4%Revise 28
JINGLEDEV 100 9.0'/!'»!0:!9! 74
AMYDEV 100 10. 4% Accept with Minor Revisions 85
100 19.5% Reject 156
AMYDEV 100 27.0%|Accept 222
100 27.5%Revise 226

Thevaluesin the ‘Format’ drop-down box depend on the type of field being displayed and the function

selected.
e A selection does not need to be made in the ‘ Format’ drop-down box.
TIP: The][...] option will not apply any special formatting to afield, normally resulting in the default format of e.g.

1,000 for integers and counts.

The following icons are displayed to the right of the ‘ Format’ drop-down box:

« &3 _Dpdetesthefield row from the selected list
- _ Inserts afield row below the current row

2 _ Inserts afield row above the current row

o =
7 — Advanced Field Settings: Opens a popup window allowing additional parameters to be
selected. Asmentioned, thisiswhere the Editor can change the sort order from ascending to
descending. See below for additional information on this popup.

— Change Field Order: Clicking thisicon and holding down the mouse allows the report designer

v

to drag the field above or below other fields, to change the field orcler.
NOTE: Thisfunctionality may not be supported by all browsers.

The Advanced Field Settings popup contains a number of settings that can be designated for the specific field (row)
rather than the report as awhole.

em ditorial ¥ ProduXion
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Figure 29 — Sample view of Advanced Field Settings popup

; Descriptid Hide this field 0

v | |Cormespo Soct (=2) O vEl>» <

h Italic O v8 =>4
Bold O

Previe Width
Label Justification B
Value Justification O
Subreport w
Drill-Down Style
url example:Page aspx?id={0}&value={1}
Subtotal Function (Default) v
Gradient Cells Shading []
Text Highlight
Cell Highlight example: 5 to 6:Blue;7 to 10:Red
Value Ranges example: 0 to 10:Under 10;10 to 100:10-100
OK

The settings include:
e Hidethisfield - allowsthe field to be hidden from the reports. An example may be if the results are to be
sorted by afield, but that field is not required for the report results.

e Sort (z-a) —when afield isused for sorting areport, this option alows the sort order to be changed from
ascending to descending.

e Italic —displaystheresultsin this columninitalics
e Bold —displaystheresultsin this column in bold

e  Width — alowsthe report designer to designate a fixed column width in pixels.
NOTE: If the Width entered is narrower than the length of the column lebel, the column label width will
take precedence.

e Label Judtification — sets whether the column lables are Right, Middle, or Left justified. The default is
Middle. Clicking the box rotates through the options.

e Vaue Judtification — sets whether the valuesin the columns are Right, Middle, or Left justified. The
default is blank, which left-justifies text fields and right-justifies number fields. Clicking the box rotates
through the options.

e  Subreport — Used to select a*drill-down’ report. This feature is not recommended for use with Cross-
Publication EAR.

e Drill-Down Style — Used in conjunction with the ‘ Subreport’ option above. Thisfeatureis not
recommended for use with Cross-Publication EAR reports.

e Url —used to link to a specific page in the system. Thisfield istypically not used.
e Subtotal Function —used in conjunction with the * Add Subtotals' checkbox (see below).
e Gradient Cells Shading — used to shade cellsin alternate gradiants. Thisfield istypically not used.

e Text Highlight — defines a color in which the result text displays, such as ‘green’ or ‘blue’.
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Cell Highlight — defines a color in with the cell backgr

ound displays, such as ‘red’ or ‘yellow’.

Value Range — allows the substitution of avalue with text. For example, to easily identify all submissions

where the number of completed reviewsis < 2, replace the values of 0 or 1 with text on the report such as
‘Needs additional Reviewers' . Combining thiswith a cell highlight of ‘yellow’ might produce results

resembling the following:

Figure30

Data Sources || Fields | Summary | Chart | Gauge | Misc

Style | Filters | Preview

[Elreportiist | INew pdsave bisaveas... Ferint sof |
Count(Review Complete)

Needs additional Reviewers[TEST-101
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3

|ChROLINEFEST9 1-D-11-00002

5|CAROLINETEST73-D-09-00010

8

CAROLINETEST72-D-09-00007

2

ICAROLINETEST71-D-09-00005

6

CAROLINETEST71-D-09-00001

Needs additional Reviewers

ICAROLINETEST61-D-08-00021

ICAROLINETEST61-D-07-00007

|CAROLINETEST60-D-07-00037

(CAROLINETEST60-D-07-00006

ICAROLINETEST60-D-07-00005

9
8
2
7
5
2

CAROLINETEST60-D-07-00004

ICAROLINETEST60-D-07-00003

Needs additional Reviewers

|CAROLINETEST60-D-07-00002

8

|CAROLINETEST60-D-07-00001

10

|CAROLIBEFE§I'SO-D -06-00021

The checkbox ‘ Add Subtotals' allows the report designer to automatically add subtotals to the bottom of each report

column that contains numbers. Click the ‘ Advanced Field Setti

ngs icon next to each field that will be subtotaled to

further refine how the subtotal will be calculated using the * Subtotal Function’ field (e.g. Count, Count Distinct,

etc.), or to suppress the subtotal for that field.
The following buttons display below the field grid:

1. Quick Add — opens apopup window listing all availabl

le fields allowing the report designer to select

multiple fields at once. Hovering over the field name displays the entire name of the field.
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Figure 31 —‘Quick Add" Example

Misc || Style || please select the fields you'd like to add to your report.
st | =) §
Cross-Publication Authors & Submissions View
| [ Abstract [] Fax Number
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B> [] Actual Online Publication [[] Final Decision Date i
v Date Dl > I
- [] Address Line 1 [[] Final Disposition Term ==
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O Address Line 3 Fl First Author First Name
b O Address Line 4 Fl First Author Last Name
' O All Authors O First Author Middle Name
O Alternate Address End Date O First Decision Term
[] Alternate Address Start [] Initial Date Submitted
Date
O Article Title O Institution
0 Article Type O Journal ID
[[] Author Stop Date [[] Manuscript Geographic
Region of Origin
| City O Manuscript Notes
[[] Conference Name [[] Manuscript Number
[] Conference Presentation [[] Page Range
Date
¥ Conference Presentation [] Parent Manuscript Number
Sequence
O Conference Presentation [[] People Notes
Type

2. Add Pivot — alows the report designer to add an additional level of information to the report.

e A Pivot automatically groups and summarizes data, in asimilar fashion to setting up a group
manually using the Function drop-downs or using a Pivot table in Excel.

e When adding a Pivot, the group values are displayed in columns rather than rows, with the
summary displayed below the column.

Figure 32 —*Add Pivot’ example

[ Data Sources ][ Fields “ Summary H Chart H Gauge H Misc H Style ][ Filters ][ Preview ]

[Elrepartist | (tew pisave psavess.. dpmt sof | 2) @ [¥] W] Q) @ |resis[AT <]

Records I_

Field Cescription Sort VG A Function Format

[Publication Code =] [PublicationCode ™ I [Group =] < K -
[Asticle Type | |anticle Type C T [Group =l 2 o R < 2
| =l 0 o®j =l Haswal
Add pivet columns for [ Initial Date Submitted j using | Group(Year) ﬂ function

Calculate cell values on [Manuscript Number | field with [Count =] functionand[. =] format.
™ Add Subtotals

Quick Add | Remove pivot | Continue to S y | | Preview

o First select afield in the “Add pivot columns for” drop-down.

o Select afunction (as described in the Function section above) to apply to thisfield. The available
options are dependent on the selected field. In the above example, the Initial Date Submitted will
be grouped together by year, so that there will be one column displayed for each year.

o Select afield to be used in the calculation, then select the function to apply to that calculation and
the format to be applied to the results.
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NOTE: For Cross-Publication reports, Unique Document ID is not unique across al publications,
so Manuscript Number is suggested as a replacement.

For example, in the Article Type grouping example above, in addition to selecting the Publication Code
and Article Type as Fields and applying the Group function to each of them (which creates a report with
each Publication Code and Article Type as a separate row), selecting Initial Date Submitted under the
‘Add Pivot Columns for’ with a Group(Y ear) operation, then selecting the * Manuscript Number’ field with
the function * Count’ creates areport with one column per Y ear, showing the count of Submissions of the
given Article Type that have progressed to the point of receiving a manuscript number.

NOTE: The report designer needsto select at least onefield in the main table (or create a Summary Report
on the ‘ Summary’ Tab), and the data will automatically be grouped by that category in rows plus the
selected pivot field in columns.

Figure 33 — Results display one column for each Year, with a count of each Publication Code and Article Type
displayed in the left columns
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Continue to Summary — allows the report designer to go to the Summary tab. The report designer can
aternatively click on the ‘ Summary’ tab instead of using this button. See below for more information on
the * Summary’ tab.

Preview — clicking this button generates a preview of the report results page, without saving the report.
Thereport designer can aternatively click the ‘Preview’ tab instead of using this button.
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Tab 3: Summary

A Summary Report is adlightly simpler version of the Details report created on the Fields tab. Use this report for a
simple list of submissions, or to apply grouping or summary functions to those lists for simple subtotals. The
arithmetic, visual grouping, and Pivot functions are not available for Summary reports. This step is optional.

Figure 34
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The‘Title' box allows the report designer to enter atitle specifically for the Summary Report. Thiswill be
displayed for this summary, and may be different from the general report title entered on the ‘Misc’ tab.

The ‘Records’ box allows the report designer to limit the number of results that are returned in the Summary report.

NOTE: In most cases, the report designer will not want to limit the number of results, in which case the Records
box should be empty.

Aswith the ‘Fields' tab, the report designer chooses the fields to appear in the summary report by using the ‘ Fields
drop-down list, adds a description, enables sorting (if desired), chooses a function, and selects the format (see ‘ Tab
2: Fields for full information).

Two checkboxes display under the field grid:
e Add Subtotals— When thisis checked/sel ected, subtotals are generated for all columns that use numbers.
To control the exact calculation of the subtotal of agiven field, click the * Advanced Field Settings' icon
7 for that row and make a selection from the  Subtotal’ drop-down list.

e Add Deltas— When checked/selected, the system generates the difference between the value in one row and
the value in the next row in al columns that contain numerical values. Example: This can be used to
calculate the difference between the number of submissions received in one year versus the following year.

The following buttons display:

1. Continue to Chart — allows the report designer to go to the ‘ Chart’ tab. The report designer can alternately
click the *Chart’ tab instead of using this button.

2. Preview — clicking this button generates a preview of the report results page, without saving the report.
The report designer can aternatively click the ‘ Preview’ tab instead of using this button.
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Tab 4: Chart
This Chart step isoptional, and is used if the report designer wants to include a chart or graph with the report.

Figure 35
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Thefirst step isto select a Chart type. The following types are available:

e Trend —displays aplot of the resultsin the shape of aline graph.

e Pie—displaystheresultsasapie chart. When ‘Pi€’ is selected from the drop-down list, additional options
are available such as ‘ Explode largest slice’ (separate the largest dlice from the rest of the pie), * Show
Percentage’ (show the chart as percentages of the total instead of raw numbers), etc.

e Plot—similar to Trend, but the individual results (plot points) are not connected by aline.
e Bar —displaystheresultsasabar graph. Additional parameters are available when ‘Bar’ is chosen.

e  Funnel —displays the resultsin the shape of afunnel (typically used for illustration in reporting).
NOTE: Theresults are not sorted by default, so in order to make this chart meaningful, the results should
be sorted from largest to smallest.

Depending on which type of Chart is selected, additional selections may be configured for the chart. These may
include:

o Title—alowsthereport designer to enter atitle to appear over the chart. Thiswill be displayed for this
chart, and may be different from the general report title entered on the ‘Misc’ tab.

e Records— allowsthe report designer to limit the number of results that are used to build the chart.
NOTE: In most cases, the report designer will not want to limit the number of results, in which case the
Records box should be empty.

o Label —alowsreport designer to use the drop-down to select the horizontal (X) axis labels (categories) for
the report
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Value — allows report designer to use the drop-down to select the value that is being graphed.

Separator — displayed for some chart types. If displayed, it allows the report designer to further subdivide
the results.

Show legend — when selected, shows the chart legend to the right side of the chart.

Show as 3D — shows each slice of aPie chartin 3D.

Explode largest slice — shows the largest slice of a Pie chart as separated from the other slices.
Show Percentage — adds % labels for each dlice of aPie chart.

Show Value Labels— adds labels to the values. Available for a Trend chart and Pie chart.
Show Slice Labels— adds labels for each slice of a Pie chart.

Combine Bottom % - for Pie chart, allows the bottom N percent of results to be combined into one pie
piece. Especialy helpful when there are alot of labels with one or two results.

Show Pareto — adds a cumulative trend line above a bar chart, and adds aright axis with % of total
identified.

Stacked — results are stacked on top of each other instead of side by side. Each value in the stack will have
its own color.

Horizontal — shows the bars horizontally rather than vertically

Smooth — smooths out atrend chart (line graph), so that the line appears curved rather than spiky.

Connect — connects the lines of a Plot chart, making it similar to a Trend chart.

Chart Type — apie chart can be displayed asafull pie (like apizza) or as a doughnut with a hole in the
center.

Label Title (Bottom) — alows the report designer to add text for the horizontal label (X) axis.
Value Title (Left) — allows the report designer to add text on the left for the vertical value (Y) axis.
Value Title (Right) — allows the report designer to add text on the right for the vertical value (Y) axis.

Target Report — for use with drill-down fields. This feature is not recommended for use with Cross-
Publication EAR.

The following buttons display:

Confidential — Subject to change — Copyright © 2013, Aries Systems Corporation — Page 48

Continue to Gauge — allows the report designer to go to the ‘Gauge' tab. The report designer can
aternately click the ‘Gauge' tab instead of using this button.

Preview — clicking this button generates a preview of the report results page, without saving the report.
Thereport designer can aternatively click the ‘Preview’ tab instead of using this button.
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Figure 36 — Sample Graph report showing Number of Submissions per Final Disposition by Publication
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Tab 5: Gauge

This step is optional, and isused if the report designer wants to create a gauge (speedometer-type chart). The
standard Production Tracking report ‘ Avg Days to Complete Production Tasks in selected Timeframe' displays a
gauge on the results page.

Figure 37
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Figure 38 — Sample Gauge report
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The following selections are available for configuring the gauge:

e Title—alowsthe report designer to enter atitle for the gauge(s).
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Results — limits the number of gauges displayed.

Name — allows the report designer to select alabel for the gauges from the list of available fields (based on
the selected Data Source). In the example above, the Name is * Submission Production Task Name', where
each gauge will be labeled with the name of a Submission Production Task.

Value — allows the report designer to select the value to appear in the gauge from the list of available fields
(based on the selected Data Source). In the above example, ‘ Days between Submission Production Task
Assignment and Task Completion’ is the value, with the * Average’ function used to calculate an average
number of days for each Submission Production Task.

Sort — allows the report designer to determine which results (gauges) appear first based on the selected sort
field. The default sort is ascending (smallest to largest), to sort descending (largest to smallest), select the
checkbox Sort (z-a).

Minimum and Maximum — allows the report designer to determine the smallest and largest value shown on
the gauge.

Color —alows the report designer to set different colors depending on values. The gauge will gradually
change colors as it approaches the target values.

Gauge Style — allows the report designer to select the appearance of the gauge:
1. Radial (speedometer style)
2. Radia 2 (alternative speedometer style)
3. Linear (ruler style)

The following buttons display:

1
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Continue to Misc — alows the report designer to go to the “Misc’ (Miscellaneous) tab. The report designer
can alternately click the ‘“Misc’ tab instead of using this button.

Preview — clicking this button generates a preview of the report results page, without saving the report.
The report designer can aternatively click the ‘ Preview’ tab instead of using this button.
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Tab 6: Misc

The Misc step isoptiona. It allows the report designer to enter aTitle, Header and Footer for the report. It also
alows configuration of “Share With” rights and the selection of a Drill-Down Key. Thisfeatureis not
recommended for use with Cross-Publication EAR reports.

Figure 39
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The following options are available;

o Title—alowsthereport designer to enter atitle for the report asawhole. Thisisthetitle that displayson
the Main Menu.

e Description — alows the report designer to enter a report description that is displayed underneath the report
title on the results page.

e Header — allows the report designer to enter a header that appears above the report Title on the results page.
e Footer — allowsthe report designer to enter afooter that appears below the last table of results.

e  Share With — always set to 'Everyone’. For the EM/PM implementation of the Cross-Publication EAR, the
only available option is ‘' Everyone'.

¢ Rights—alowsthe report designer to determine whether thisis a shared report, and whether other users
may make changes. The default setting for new reportsis ‘None' . The options are;

1. None- savesthereport under the report designer’ s 'My Cross-Publication Reports' area of the
Cross-Publication EAR main menu. No other user can view or resave the report. The report
designer can click the 'Design' button to make changes to the report and save the changes to the
same report (using the 'Save' button), or to a new report (using the 'Save As button). The report
creator can also delete, e-mail or schedule the report (based on * Schedule Report’ permission).

2. Full Access— savesthe report under the 'Cross-Publication Shared Reports' area of the Cross-
Publication EAR main menu on all publications participating in the business publisher group with
Cross-Publication EAR enabled. Other users can click the 'Design’ button to change the report,
and can save changes to the underlying report using the 'Save' button or use the 'Save As' button to
save changesto anew report. All users can delete or e-mail the report. Users with * Schedule
Reports' permission can schedule the report.

NOTE: Thisisthe default setting for newly created reports. Saving a report without changing
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this option will leave the report open to everybody to save modifications.
NOTE: Usingthe‘Save' button will overwrite the existing report. Allowing Full Accessto the
report may result in other users saving changes over the original report.

Read Only — saves the report under the 'Cross-Publication Shared Reports' area of the Cross-
Publication EAR main menu. Other users can view the results and click the 'Design’ button to
make changes and then use the 'Save As' button to save the report under a new name. Only the
report designer sees the 'Save' button to save changes to the base report. Only the report creator
can delete the report. All users can e-mail the report, and users with * Schedule Reports
permission can schedul e the report.

View Only — saves the report under the 'Cross-Publication Shared Reports' area of the Cross-
Publication EAR main menu. Other users can view the results, but cannot resave the report under
anew name. The'Design’ button is suppressed on the Report Viewer toolbar and the ‘ Edit’ iconis
suppressed on the Cross-Publication EAR main menu. Only the report creator can edit or delete
the report. All users can e-mail the report, and users with * Schedule Reports’ permission can
schedule the report.

NOTE: Standard reports can never be edited, but a copy can be saved under new name and the copy can be
changed.

Drill-Down Key — the drop-down box lists al fields available for the report (based on the selection in the
Data Sourcestab). Making a selection in this drop-down allows this detailed report to be ‘linked’ to a
different calling report, using a field common to both reports. This feature is not recommended for use
with Cross-Publication EAR reports.

The following buttons display:

1
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Continue to Style— allows the report designer to go to the * Style’ tab. The report designer can aternately
click the ‘' Style’ tab instead of using this button.

Preview — clicking this button generates a preview of the report results page, without saving the report.
The report designer can aternatively click the ‘ Preview’ tab instead of using this button.
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Tab 7: Style

The Style step is optional. It allows the report designer to enter custom colors, set pagination, and minimize the
appearance of the report on the screen.

Figure40
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The following options are available;

e Border color/Header color/Header foreground color/Item color/Item foreground color/Alternating item
color — allows the report designer to select custom colors for each of these areas on the report results.
When selected, the * Sample grid’ (shown below the * Restore Default’ button) reflects the color selections
asapreview for the report designer.

e Restore Default button — allows the report designer to reset all the colors to the default colors, and reflects
the default colors in the Sample Grid.

e Sample Grid —reflects the color selections and functions as a preview of the report results display.

e Checkboxes— aseries of options, including:
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o Fill Zero Data Between Dates: If there isareport being run that uses dates in a chart or report
grid, and thereisavalue of ‘O’ for adate, this option will make those ‘0’ rows display. For
example, if the report displays the number of manuscripts submitted by month, and there were 0
manuscripts submitted in February, without selecting this option February would not appear.
Selecting this option causes February to appear with avalue of 0.

0 Landscape printing: Determines the orientation of the report when printed to a PDF.

o Show page number: If selected, the page number displays at the top of each page when printed to
aPDF.

0 Show date and time: If selected, the date and time the report was printed appears at the top of
each printed page.

o Usepaginationin web view: When areport is run where this is selected, the report displays
pagination links on the results page (1-100, 101-200, etc.) to enable users to navigate through the
result set.

0 Add bookmark for each visual group: When Visual Grouping isused (seethe ‘Tab 2: Fields'
section), bookmarks for each section are generated on the |eft side of the PDF.

0 PageBreak After Visual Groups: When Visual Grouping is used (seethe‘Tab 2: Fields' section),
each Visually Grouped set of data appears on a separate page in the PDF.

0 Minimize Grid Width: Allows the report to take up the minimum amount of space on the screen,
instead of expanding to fill the whole screen. Tip: thisisagood choice for a report with gauges,
asit will cause the gauges to wrap if selected rather than expancl the page and require horizontal
scrolling to see the resullts.

e Visual Group style

o0 Thischoiceisapplied if the checkbox ‘VG' was selected for afield (on the Fields tab). It governs
the display of the visual group sub-headers.

e Itemsper page(in Viewer)

0 Aninteger value may be entered here. It governs how many rows are listed on the results page
before anew page is created (causing the pagination links to be displayed).

e Report Order

0 Thereport designer can designate the order in which the Chart, Gauges, Summary report and
Detail report are shown on the results page. These sections can be re-ordered by using the move

up (¢ ’) and move down ( *) icons.
e FieldValue column pairs
0 Thevaues 1 through 4 can be selected from this drop-down box.

0 Thischoice governs how many columns of field/value pairs appear on the results page. Example:
Choosing 4 from the drop-down box causes 8 columns to appear on the results page — 4 field name
columns and 4 associated value columns.

o NOTE: To apply this setting, one of the two checkboxes below must also be selected.

e  Show main report in Field|Vaue style — causes the Field|V alue column pairs configuration to be applied to
the main (not summary) report.

e  Show summary report in Field|Value style — causes the Summary report (if any) to be displayed using the
Field|Vaue column pairs configuration.

The following buttons display:
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1. Continueto Filters— allows the report designer to go to the ‘Filters' tab. The report designer can
alternately click the ‘Filters tab instead of using this button.

2. Preview — clicking this button generates a preview of the report results page, without saving the report.
The report designer can aternatively click the ‘ Preview’ tab instead of using this button.
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Tab 8: Filters

The ‘Filters' tab controls which records will display in the final report. This step is optional, though typically used
to limit the data returned. It allows the report designer to filter (limit) the report results based on the value of any
field available for the report. This pageis similar to the existing Search Submissions page.

NOTE: Configuring afilter on this page applies the filter to all the report results — the main report, summary report,

chart and gauges.

Figure4l

Data Sources || Fields ll Summary h Chart L Gauge L Misc || Style || Filters |I Preview |

DRethlsL | new ffsave brfsavess.. Fprint sof | B m = W] 2 @ | Results| 1000 » &
Filter Field
1 |Initial Date Submitted

Operatar Value(s)

¥ | In Time Period ~ || Current Year b
2 | Manuscript Number v |/ Isnt Blank s

3 v v

[] Show Filters In Report Description
Require % | Parameters in Viewer

Filter Logic |Ex:(1 OR 2) AND (3 OR 4)

Preview

Blank Param

0O m@8=*%1
0O @@+ %]
0O @B+ %!

The following options are available;
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Filter Field —adrop-down list allowing the report designer to select any field available for the report (per
the ‘Data Sources’ tab).

Note: The field does not need to have been selected on the Fields tab, and does not need to appear on the
results page.

0 Operator —the report designer can designate whether the Filter Field is greater than avalue, equals a
value, iswithin adesignated time period (such as‘Last Year’ or ‘In the past’), contains certain text,
equals multiple values, doesn’t equal multiple values, equals one value [Equals (select)], doesn’t equal
one value [Doesn’t Equal (select)], etc.

0 Values— depending on the selection in the Operator field, the VValue column alows the report designer
to either typein avalue, or select from alist of values. Making a selection here limits the report to
results that match the value (or don’t match the value, depending on the operator). Leave the value set
to[...] to search for any value. When combined with the Parameter setting (below), this allows the
end-user to select the parameters rather than setting a pre-determined value to be used.

NOTE: To combine multiple filters, the filters should be configured first, and combined using the
‘Filter Logic’ entry box (see below).

0 Blank — select this box to return results with the value of blank (null).

0 Parameter — selecting this checkbox causes the filter configuration to be displayed on the report results
page. The user running the report can change the filter and click the ‘ Update Results' button on the
toolbar to see the results with the new filter.

NOTE: When filters are applied to areport, they do not display at the top of the ' Preview’ page. They
will only appear at the top of the Report results when the report is run, not previewed.

0 lcons— The standard delete L’B, add field above = , add field below - ,and move* iconsare
displayed.
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e Show Filtersin Report Description — selecting this checkbox displays the values of each filter used to
generate the report in the report’ s descriptive text, but does not allow the user to change thefilters. To
allow the user to change the filters, select the ' Parameter’ checkbox next to each filter you want the user to
be able to change.

e Require drop-down box — making a choice in this drop-down box requires the end user to select avalue for
at least one, the first, or the first two filters when running the report.
NOTE: To cause afilter to appear to the end user, the ‘ Parameter’ checkbox must be selected for the filter.

e Filter Logic —to combine the filtersin any way other than simple ‘AND’ logic, the report designer must
type thefilter logic into the box. For example, to combine three filters so that a result must match both
filter one and two OR match filter three to appear in the results, the report designer would type: (1 AND 2)
OR 3 (using thefilter numbers). Parentheses and OR can aso be used, as shown in the example above.
NOTE: Thisfield displaysan ‘Ex:’ by default; thisis an Example of how the field can be used. Filters
with the ‘Ex:" will be ignored.

The following button displays:

1. Preview — clicking this button generates a preview of the report results page, without saving the report.
The report designer can aternatively click the ‘' Preview’ tab instead of using this button
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