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Enterprise Analytics Reporting Overview

Enterprise Analytics Reporting is an additionalaetmg tool available in the EM/PM/CM system. Enpigse
Analytics Reporting uses a third-party reportingltivom Izenda, L.L.C. (www.izenda.com). For pwhaliions
wishing to create customized reports, Enterprisalyits Reporting diminishes the need to maniputxteacted
data with external tools such as Excel, and endbiegeneration of simple graphical reports.

This feature must be enabled by Aries’ CustomeviSemgroup. Once enabled, all Editors with theeRédnager
permission ‘Produce Reports’ will see an ‘Entempigalytics Reporting’ link on the Reports mendicking
this link leads to thé&Enterprise Analytics Reporting Main Menpage.

The Enterprise Analytics Reporting Main Menu allovgers to:

¢ Run standard reports supplied by Aries, and adggsirt parameters if the report allows it.
¢ Run shared reports created by other users.

e Create reports and share these with other usdesifed.

e Create new reports, basing these on existing refatesired.

e E-mail report results to other users.

e Schedule report deliveries to users via e-mail oggalar basis (permission required).

The Enterprise Analytics Reporting Main Menu prasdiccess to a set of Standard Reports createdéds/fér
all publications. The Standard Reports sectiothefMain Menu has two categories of reports: EiitdReports
and Production Tracking Reports (displayed onlypiablications using Production Tracking). Clickiog a
report name immediately runs the report and disptagults based on the report’s default selectiberia
(referred to as ‘Filters’).

Editors may use the ‘Create Report’ link, locatedhe left of the Enterprise Analytics Report MMenu, to
make a new report, or they may use a Standard R@pany other existing report) as a starting paising the
‘Design’ option to edit and save the modified versas a new report. When reports have been craatkdaved
by the Editor, these will also display on the Eptiese Analytics Reporting Main Menu in a separaetion.
Reports can be saved as individual-level repodsgssible only to the report creator) which aredisn the ‘My
Reports’ section, or shared with other users atddiin the ‘Shared Reports’ section.

Note: When first enabled, the only reports on the meitilbe the Standard Reports. The ‘My Reports’ and
‘Shared Reports’ sections appear after the Editores his or her own reports, or after another Edgaves a
report as a Shared Report.

To Configure: Enterprise Analytics Reporting is enabled by Ari@ustomer Service group. To enable this
feature, please contact your customer service septative.

Enterprise Analytics Reporting Main Menu

The Enterprise Analytics Reporting (EAR) Main Matigplays all reports available for the Editor seypaal into
sections. A folder icon is displayed next to essort category. Clicking the folder name or icon
expands/collapses the list of reports in each cayeg

Each report name appears as a link, and clickiagjtlk will run the report. Hovering the mouse paereport
name without clicking may display a set of iconshe left:
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e The ‘Design’ (pencil) icon allows users to copyeaiit the existing report. This icon appears fqons
created by the logged in user, or saved with ‘Realy’ or ‘Full Access’ permission (see the ‘Tab 6:
Misc’ section of the EAR Help for more information security settings).

e The ‘Delete’ (red box with white X) icon displayslg for reports created by the logged-in Editor.
e The ‘E-mail’ (envelope) icon allows the user to ailthe report results to a user.

¢ The ‘Schedule’ (calendar) icon appears only fot@diwith the ‘Schedule Reports’ permission enabled
It allows one or more delivery schedules to be dduoea report. Once saved, the report is
automatically e-mailed to the selected recipiemtstpe saved delivery schedule. The report e-mail
can contain a PDF of the report and/or a deepttirdutomatically log into the system and view the
live report results.

The display of the ‘Design’ and ‘Delete’ icons dads on how the report was saved (e.qg. if it wagdas ‘View
Only’, then no user except the report owner caha@dielete the report). Standard reports crelyefiries
cannot be changed or deleted by any user, bubDdsign’ icon allows users to modify the report aage a copy
as a new report.

The ‘Schedule’ icon appears only for Editors wiithedule Reports’ permission enabled.

Editors may click the ‘Design’ (pencil) icon to édn existing report and then save that reporhdifn under a
new name. The new report will save in either tig Reports’ or ‘Shared Reports’ area, dependingvbather
the Editor has elected to share the new reportaethbr users.

To run a report, the Editor clicks on a report narfie display format of the results page depemdhe report
design (see the ‘Running an Existing Report’ sectibthe EAR Help for more information).

Users may create a new report from scratch byiolicthe ‘Create Report’ link on the left side oétimain menu.
Clicking this link opens the report design intedaSee the ‘Creating a New Report’, or ‘EditingEadisting
Report’ section of the EAR Help for detailed infation on creating a new report.

Running an Existing Report

When an Editor clicks a report name from the EARrMdenu, the report will run and display the resyiage.
The results page may display any or all of theofsihg:

1. Achart — displays a graphical depiction of theadating reported (for example, a bar chart, pietcha
etc.)

2. A gauge (speedometer-style graphic) — used fomshboard’-type display of the data to help visaliz
critical performance data

3. A summary report — provides a high-level summarthefinformation being reported in a table format

4. A detail report — provides a detailed display @ thformation reported in a table format

When the results are returned, there is a toolbueatop of the page with options for the useddwnload the
report, edit the report, schedule the deliveryhefteport, or return to the main menu.

¢ The ‘Report List’ option returns the user to theFERIain Menu.

e There are a number of options available for dowdilogthe report results:

o Print the results page to a PDF file. When treifilready, a dialog box displays allowing the user
to save the PDF to disk or open and print it imratady.

o Download the results in comma separated value (G&W)at.
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o0 Download the results in OpenOffice document (SX@fpfat.

o Download the results in Microsoft Excel single fileb page format (this option is not currently
available for MAC users).

o Download the results in Microsoft Excel 2007-20XR$X) format
o0 Download the results in Microsoft Word 97-2003 fatnidoc).

o Download the results in an XML document.

o0 Download the results in Rich Text Format (RTF) fatm

¢ The ‘Results’ filter allows users to limit the nuemof records displayed on the results page. Stndsild
be set to ‘All’ to ensure that all data is returngebugh the number of rows presented may be linite
to 1, 10, 100 or 1000.

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

e The ‘E-mail’ button allows the Editor to e-mailiak or PDF of the report to a user (see the ‘E-Mgil
and Scheduling Report Capabilities’ section for enmformation).

¢ The ‘Schedule’ button allows Editors (with propermission) to schedule delivery of the report rssul
to recipients (see the ‘E-Mailing and Schedulingp®¢ Capabilities’ section for more information).

Reports are usually limited (for example, submissim the current year) using Filters. The redesigner
decides whether the filter can be changed whereghert is run, for example to change the date ranggethe
report covers. If the report contains a Filteit t@n be changed when running the report, ther@jtelisplay at
the top of the report results page (similar towlag ‘Search People’ works). The Editor can chahgsfilter
temporarily (for example, change Reviewer Stop Dalie Time Period — In the Past, to Reviewer StaepeD- In
Time Period — Previous Year).

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

The Editor may also use the ‘Add Field’ and ‘DelBteld’ drop-down lists to temporarily add or deldields
to/from the information displayed in the reportuis, for example to add an additional piece obinfation
before downloading results. The ‘Add Field’ drapash displays all fields in the View(s) or Tablefg)m which
the report was created. The ‘Delete Field’ drowadlisplays the fields currently selected to digpda the
report (fields selected on the ‘Fields’ tab whea tbport was created and any fields added by titerigsing the
‘Add Field’ drop down).

Note: Not all fields available in the ‘Add Field’ drop dm may be applicable to the report as designed. ‘

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

If the Editor wishes to permanently save the nguorelayout, he or she must click the ‘Design’ but(the
changes are retained) and then click the ‘Saveabhuyif available) to re-save the report with tlenwnselections,
or click the ‘Save As’ button to save the repord@na new name.

Note: Some reports may be saved with a permission thest dot allow other Editors to save changes. See th
‘Tab 6: Misc’ section of the EAR Help for more imf@tion on report permissions.
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Note: Fields added or deleted are displayed temporaély] are discarded in the event the ‘Report Listtdu or
the browser ‘Back’ button is clicked. To retairaolges to use the modified report again and agaeraimust click
the ‘Design’ button, and then either the ‘Save'®ave As..." button.

E-Mailing and Scheduling Report Capabilities

Editors may use report e-mailing to deliver repaatsd may be given permission to use e-mail scieglul
capabilities.

E-mail Reports

Clicking the ‘E-mail’ icon from the EAR Main Men&eport Viewer toolbar or Report Designer toolbagmgp
a pop-up window where the logged in user choodeter template to start from. The drop-downdisplays
all letters configured in the “Enterprise AnalytiReporting” letter family.

After selecting a letter, the user clicks the ‘@usize Letter’ button, which brings them to tiistomize
Letter’ page. This page displays the header instructibnsm’, ‘To’, and ‘Subject’, and ‘CC:’ options as
configured for the selected letter (see the ‘Toftgome:’ section for more information).

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

1. %REPORT_NAME% - This merge field populates with the saved nafrte@report being
emailed.

2. %LIVE_REPORT_DEEP_LINK% - This merge field populates with a deep linkhe teport
viewer page for the report, running the report wtienlink is clicked. This link is populated
only if the recipient has been selected from thedf Editors and therefore can be identified as
an active registered user. When the recipienkglibe deep link, the user is fully logged into
the system and taken directly to tReport Viewer'page for the report.

Note: The recipient must have ‘Produce Reports’ permissiosee the report results page. If the recipaogs
not have this permission enabled, then clickingdidep link will present a message that they ddawe permissior
to view the report.

The Editor may elect to attach a PDF of the refméan outgoing e-mail by clicking the ‘Attach PDfreport
to Letter’ checkbox, located above the letter bo#yhen selected/checked, a PDF of the report stedein
the background before the e-mail is sent, and #itiched to the e-mail that is sent.

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

The Editor may elect to attach a Microsoft Exced 22013 (.xIsx) file version of the report by seieg the
‘Attach Excel file of report to Letter’ checkbox.

After editing the body of the e-mail, selecting tkeeipient(s), and determining if a PDF shouldruded in
the e-mail, the user clicks the ‘Preview and Sdnudton to review the message that will be sentck@lg
‘Send E-mail’ will send the e-mail to the specifietipients.

Scheduling Reports

Users with ‘Schedule Reports’ permission may cr&ateeduled Deliveries, or edit existing Scheduled
Deliveries at any time. Clicking the ‘Scheduledticfrom the EAR Main Menu, Report Viewer toolbar or
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Report Designer toolbar opens a pop-up window whtegdogged in user configures a delivery schethre
this report.

The upper portion of the ‘Report Delivery Scheduias instructions to help users create the schedule
deliveries. This information is especially usefful users in a different time zone than the pultilicaserver
(located in US Eastern Time Zone).

The lower portion of the page is where the usefigares the Delivery Schedule. The user enters the
following information:

¢ Schedule Description — This box allows the userame the schedule (i.e. if two weekly schedules
are set up, they can be distinguished by descniptio

o Duplicate schedule descriptions are not allowedtersame report.

e Delivery Frequency — This drop down allows the ueatetermine the frequency with which the
reports are delivered. Choices are:

o ‘Daily’ delivers the report on either all work dagsall calendar days, depending on the due
date preference selected on the Configure Generall@ate Preferences page in
PolicyManager.

0 ‘Weekly’ delivers the report on the same day ofreaeek as the First Delivery Date. Weekly
is the default choice for a new Delivery Schedule.
Example: The First Delivery Date is a Wednesdayalssubsequent reports are run on
succeeding Wednesdays.

o ‘Monthly’ delivers the report on the same numeriday of each month (i.e. January 5, February
5).
0 ‘Quarterly’ delivers on the same numerical day#ry third month (i.e. Jan 15, Apr 15).
¢ First Delivery Date — The date defaults to the m@kéndar day. Scheduled reports are delivered in

the early hours of the day, so the next availadypert run will be the next calendar day. Users
may choose any day, but it must be a date otharttdday and cannot be a date in the past.

¢ Additional Deliveries — This drop down allows theeunto define how many times the report will be
delivered. The report may be delivered from 1lites, with the default value being 5.

Note: The number of times the report is delivered is dasethe scheduled dates, not the number of retpige.
if the report is e-mailed on January 12, 2011 oe®ple, this is counted as 1 scheduled delivery).

If either ‘Monthly’ or ‘Quarterly’ are selected ihe ‘Delivery Frequency’ section, then an additiomation
appears under the Additional Deliveries drop dolat teads ‘Automatically use the last day of eacimtimas
the delivery date’. This allows the system to samdport on the last day of a month, regardlesshaft that
date may be (28th, 29th, 30th, or 31st).

¢ | etter — This box contains all letters in the ‘Eptise Analytics Reporting’ letter family, listed i
alphabetical order by letter purpose.

The user may elect to attach a PDF of the repahtoutgoing e-mail by clicking the ‘Attach PDFreport to
Letter’ checkbox, located above the letter bodyheWselected/checked, a PDF of the report is cidatie
background before the e-mail is sent, and theglatito the e-mail that is sent.

Note: If the PDF cannot be created, the e-mail is st but an error message is sent to the sendirecé-mail
to notify them of the error.
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An Excel 2007-2013 (.xlIsx) file of the report mag &ittached to the outgoing e-mail by selectingAltiach
Excel file of report to e-mail’ checkbox undernettth PDF attachment option.

When the user has finished configuring the Deliv&chedule, clicking the ‘Save Delivery Schedule and
Customize Letter’ button leads to tt@&ustomize Letterpage, where additional recipients can be seletted,
letter can be edited, etc. When edits are compdéitk either the ‘Preview and Save E-mail’ button
preview the letter or the ‘Save Delivery Schedudd hetter’ button to save the scheduled deliverie user
sees a confirmation page, and then clicks the &lostton to return to thi&Report Delivery Schedulgiage.
The saved Delivery Schedule appears in the lowergmoof the page.

In addition to the %REPORT_NAME% and %LIVE_REPOREHRP_LINK% merge fields, the following
two merge fields may be used in the scheduled eslig-mail letters:

1. %NUMBER_OF_REMAINING_DELIVERIES% - This merge field calculates the number of
total deliveries remaining for a scheduled repetivéry. This is calculated from the original
delivery selection less the number of deliveriedate (including the delivery in which the
merge field is displayed). This merge field isitalae for scheduled reports only.

2. %SCHEDULE_DESCRIPTION% - This merge field pulls in the schedule desavipti
associated with the saved delivery schedule. mieigye field is available for scheduled reports

only.

To Edit an existing Scheduled Delivery (for exampteadd additional deliveries), click the ‘Edink next to
the selected Schedule on tReport Delivery Schedulgiage. The following changes may be made to an
existing Scheduled Delivery:

e Schedule Description — This box allows the usexdib the name of the schedule.
¢ Delivery Frequency — The saved frequency displayscan be edited by the user if desired.

¢ First Delivery Date — The date of the first deliyés displayed. If the first delivery has not yaken
place (is in the future), then the date is editébtahe user.

* Additional Deliveries — If at least one deliveryshaready been made, red text displays that reads “
deliveries have already been made” where X = nurabdeliveries. The user may select one of

two radio buttons:
o Continue with the current schedule, followed by tinenber of remaining deliveries.

0 Add on X more deliveries to the current schedulegre X = a drop-down of 1-25. This allows
the user to add additional deliveries to what rermai

If the first delivery date is in the future, theogrdown appears with 1-25, as it does on when a new
scheduled report is being added.

e Letter — The letter that is sent may be changed tla@ user may also elect to change the ‘Attach
PDF..." setting.

The user may cancel out of thisdit' page at any time by clicking ‘Cancel’, and no ctesgill be made to
the scheduled report. Alternately, the user mak cBubmit’ to commit the changes and return tleruo the
‘Report Delivery Schedulgiage, or click the ‘Submit Delivery Schedule anégt©mize Letter’ button to edit
the contents of the saved letter.

Note: Clicking the ‘Delete’ icon next to a report nametbie EAR Main Menu brings up a warning to the user
there is one or more saved delivery schedules &sgesdcwith the report. The report cannot be dedatetil the
saved delivery schedules are removed.
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To Configure: For publications using Enterprise Analytics Reijogy, Editor roles with ‘Produce Reports’
permission will have the option of e-mailing repasults from the EAR Main Menu or from within gogt. To
allow Editor roles to schedule report deliveries tg RoleManager, Editor Role, and enable the ‘Sulee
Reports’ permission, a sub-permission of ‘Produepdits’. When enabled, users may schedule refmbs
delivered using the new Scheduling capability.

Letters added to the ‘Enterprise Analytics Repgrtiretter Family are available when sending antios fly’
report e-mail, or when configuring a scheduled regelivery. Letters in this letter family haveetfollowing
elements:

e Custom Instructions — Information entered into teig area display on th8end Report by E-mail’
page.

e Sender’s E-mail Address — This may be either thead-address of the user triggering the
correspondence or the Publication’s e-mail as gonéid on théSet "Email From" Addresgage in
PolicyManager.

¢ Recipient — There are three options for Recipieatlable for selection:

o Display text box so sender can insert an e-maitestd— adds a blank text box on tBastomize’
page

o Display the following e-mail address for the reeiti followed by a text box — allows the
administrator to enter one or more e-mail addressesceive the letter whenever it is sent

o Display Editor list for recipients — when selectadnulti-selector box displays on tt@@ustomize
Letter’ page allowing the sender to select one or moreoEgjibr entire Editor roles as recipients.

e CC Options — There are two CC options availablgHerletter template:

o Automatically cc the following e-mail address, flled by a text box — allows the administrator to
enter one or more e-mail addresses to receivesttex lvhenever it is sent

o Display blank textbox so sender can insert any @-anaress for a cc

The%LIVE_REPORT_DEEP_LINK% merge field generates a deep link in the e-maitoipients (where a
people record can be identified). The Deep LingiEation can be set for this merge field in Poliaghager, on
the'Set Enterprise Analytics Reporting Deep Link Eapan Policy’ page, accessed via the ‘Set Enterprise
Analytics Reporting’ Deep Link in the ‘General Ridis’ section. The link may be set to expire adt@reset
number of clicks, a preset number of days, or hatlgby not selecting/checking either box).

Merge Fields

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

1. %REPORT_NAME% - This merge field populates with the saved nafrieeoreport being
emailed.

2. %LIVE_REPORT_DEEP_LINK% - This merge field populates with a deep linkite teport
viewer page for the report, running the report wtienlink is clicked. This link is populated
only if the recipient has been selected from thedf Editors and therefore can be identified as
an active registered user. When the recipienkglibe deep link, the user is fully logged into
the system and taken directly to tReport Viewer’page for the report.

3. %NUMBER_OF_REMAINING_DELIVERIES% - This merge field calculates the number of
total deliveries remaining for a scheduled repeftivéry. This is calculated from the original
delivery selection less the number of deliveriedate (including the delivery in which the
merge field is displayed). This merge field isitatsle for scheduled reports only.
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4. %SCHEDULE_DESCRIPTION% — This merge field pulls in the schedule desavipti
associated with the saved delivery schedule. mieigye field is available for scheduled reports
only.

Creating a New Report, or Editing an Existing Repot

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

e Create a new report by clicking the ‘Create Repk from the EAR Main Menu.

¢ Modify an existing report by clicking the ‘Desig¢pencil) icon next to the report name on the menu,
by clicking the ‘Design’ button from thi®eport Resultspage.

Reports are created with the following basic steps:

e Select the database tables or views that contaidekired information. This may require multiple
tables/views that will need to be linked togethé&ew building the report.

* Define one or more elements for displaying the d&aports typically contain a detail report, plue
other supporting summary, chart or gauge. Eacdheaie¢is configured on its own tab in the ‘Design’
view and can be configured to display in any oidehe report results.

¢ Define the filters required to limit the data resukturned in the report.
¢ Format the report and provide titles and descnigtio

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

¢ Data Sources — Select your data source (tablewasyfrom the available list. More than one tate
view may be selected and joined together. Thesrisquired step. When modifying an existing report
data sources will already be selected, and in casd#s can be retained.

¢ Fields — Select, change, or remove the fields tdigglayed in the Detail Report section. Available
fields are those included in the table(s) and/ens) selected on the ‘Data Sources’ tab. Whddsdfie
are selected, each displays as a column on therRépmugh they can be visually grouped and
summarized into more complex layouts. This step allows complex grouping, arithmetic and Pivot
Table functionality to be applied to the data. sT$tep is optional, though at least one of the keyr
areas (Fields, Summary, Chart, Gauge) should biggcoed for a report. Each of these four areas is
independent, with separate field selections fohedlkhis tab provides the most options for
summarizing and formatting text data.

e Summary — Select, change, or remove the fieldetdigplayed on the Summary Report. Available
fields are those included in the table(s) and/ews) selected on the ‘Data Sources’ tab. Whédddie
are selected, each displays as a column on therRepowing for simple grouping and summary
functions to be performed. This is an optionabstbough at least one of the four key areas (Ejeld
Summary, Chart, Gauge) should be configured fapant. Each of these four areas is independent,
with separate field selections for each.

¢ Chart — Configure a chart to display informatioaptically, in a chart format selected from plot;,ba
pie, trend, funnel. This is an optional step, tjloat least one of the four key areas (Fields, Samm
Chart, Gauge) should be configured for a repoetchEof these four areas is independent, with separa
field selections for each.

e Gauge — Gauges can be used to build ‘dashboard’digplays and help users visualize critical
performance data. This is an optional step, thaidbast one of the four key areas (Fields, Summar
Chart, Gauge) should be configured for a repoetchEof these four areas is independent, with separa
field selections for each.
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Misc — Add a Report Title, Report Description, Repgéeader and Report Footer (if desired). This is
also where permissions are determined (whethertlsishared report, available to all users, etc.).
This is an optional step, though it is recommernttiadl a title and short description be enteredHer t
report. Note that the Summary, Chart and Gaug@gosscmay also have their own (sub)title.

Style — Change the colors of the report, the disptaer of the elements (Detail Report, Summary
Report, Chart, Gauge), and other layout elemenksgs is an optional step.

e Filters — Use this tab to set up selection critésiahe reports. For example, use this tab tapet
specified date ranges for a search, or to liméport to a specific term (such as a specific Editor
decision term). This is an optional step, thougistmeports will require one or more filters to lexie
unwanted data. Filters can be further configuretParameters’, which can be changed when the
report is run.

Preview — This tab allows the report results twieeved during the design process, without leavirg t
report design interface. Each tab also has a i@®nebutton that brings the designer to the ‘Prewie
tab. When Preview is clicked, the first 1000 resate displayed by default. The report desigaer ¢
reset the Results drop down to ‘All’ if desired.

Below the row of tabs is the report designer tootimntaining some additional items not displayedtenReport
viewer toolbar:

¢ New — Allows report designers to create a new repor

e Save — Saves changes to the existing report unhdesaime name.

Note: This button is not available for all reports, suah standard reports. It is available for all repesaved with
‘Full Access’ permission. See the ‘Tab 6: Misctfn of the EAR Help for more information on pessins.

e Save As... — Allows the report designer to save & adjghe report under a new name. To save a
modified version of a standard report; click theedign’ button, make edits, then use this button to
save a copy.

e SQL Icon — Allows to the report designer to dowidale SQL query for the report as a text file.

Each tab of the report design process allows thertelesigner to configure aspects of the repldt every tab
is required to create a successful report, thohgtetneeds to be at least one report element emafigFields,
Summary, Chart, or Gauge) in order to see anytesualthe page.

Tab 1: Data Sources

When creating a new report, the ‘Data Sourcesidaelected by default. This tab is where the megesigner
selects a database table or a custom report Vignet@ined set of database tables) from the fisivailable
Views and Tables. This list contains all ViewsnfradCustom Reports’ and a subset of Tables available
‘General Data Export’.

¢ As with General Data Export, Tables are availabkndf the publication is not using the feature
(i.e. Commerce Manager Tables are available). & h@bles will not contain any data if the
publication is not using the feature.

When editing an existing report, the report designay not need to access this tab unless he as Stadecting
a different or additional table/view to includetire revised report.

This is a required step. The report designernatibe able to access the other tabs to desigrepuet until at
least one table or view has been selected.

( MEditoria@I ( ﬁ’roduXion
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Enterprise Analytics Reporting allows the reporigeer to build reports from more than one Tabl¥iemw at
a time, a function not available with General Dakgort or Custom Reports. This function is simttar
exporting multiple tables from General Data Exgortl joining them in Excel, except that they aregdiin
the Enterprise Analytics Reporting tool (which vaften join the Tables automatically within the oejing
interface). This allows the report designer tatgea report using fields from multiple Tables vitie values
displayed in the report results instead of havingxport the data to Excel.

Note: Though EAR automatically joins tables when possible best that users check the selected figldssure
they are the best fields on which to join the table

e To insert another View or Table, click the ‘Inskelow’ arrow icon next to the drop-down list, and
select an additional Table or View from new dropvddist.

o |f the Tables/Views have a common field, the reipgrtool will attempt to identify the correct field
that links the first table to the second. The sstyed join is displayed by showing the tables and
the common fields, separated by an equals signThg report designer should double-check that
the tool has selected the best field to use irdimkhe tables, and select other fields if necgssar

e The type of join selected will impact the data tisateturned when the report is run. There are fiv
types of joins available:

o] Inner (Direct) - Selects rows from two tables stlwdt the value in one column of the
first table also appears in a column of the sedahtb.

0] Cross - Returns a result table where each row thanfirst table is combined with each
row from the second table.

o} Left (First Exists) - Known also as 'Left Join'tus all rows from the left table in the
Left Outer Join clause, no matter if the joineducohs match. A field in a result row will
be null if the corresponding input table did nobt@n a matching row.

0 Right - Known also as 'Right Join', returns all sofinom the right table in the Right Outer
Join clause, no matter if the joined columns matatield in a result row will be null if
the corresponding input table did not contain acimag row.

0 Full - Known also as 'Full Join', returns all rofrem both the Right Outer Join & Left
Outer Join. A field in a result row will be nuflthe corresponding input table did not
contain a matching row.

If the report designer is editing an existing reépdables and/or Views will have already been selbon the
Data Sources tab. This selection can be changedlbgting a different Table/View from the drop agwr
added to by inserting new rows and selecting n&kesain the list.

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

Information about database Tables can be obtanoed the'General Data Exportpage, by clicking the ‘Get
more help’ link. Information about Custom RepoieéWs can be obtained from tHeustom Reportpage, by
clicking the ‘New Report’ button and clicking th&ét more help’ link.

Tab 2: Fields
After selecting the Tables/Views from the Data $esrtab, the report designer clicks the ‘ContiruEi¢lds’
button or the ‘Fields’ tab to move to thgelds Selectionpage. This page is where the report designectsele
the fields that will be used for the detailed repor

The detailed report displays in a spreadsheettdikie, listing the selected fields (one field pelunn), but
the detail report allows much more complex ana)ytki®ugh:

CEditoriaI q}’roduXion
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¢ Visual Grouping, splitting the detail report intauhtiple tables, grouped under the selected ‘visual
group’ fields (which act as sub-headings), suclsting tables of keywords under a person’s
name (where the person’s name is the field thasésl for ‘visual grouping’).

¢ Functional Grouping, allowing a subtotal functionae applied to a group of data (this is not
directly linked to visual grouping)

¢ Arithmetic functions, allowing simple functions @itlon, subtraction, multiplication, division)
¢ Pivot Table functionality, breaking down data undelected column groupings

The ‘Records’ box allows the report designer tatlitne number of results that are returned in tie¢aid
report.

Note: In most cases, the report designer will not warirtdt the number of results, in which case thedrés box
should be empty.

The ‘Field’ selector contains a drop-down list dfthe fields that are available from the Tabled &fiews
selected on the Data Sources tab. The reportrirsigin select any field contained in these Talriddews
from the drop-down list. The description entenedhie ‘Description’ field will display as the colurmame on
the report, but the report designer may replaceekiethat displays if desired.

The designer then has several checkbox optiondigptay and manipulation of the values in the field

e Sort — selecting this checkbox sorts the repotltedy the field’s value. The default sort is
ascending. To change the sort to descendingegwtrdesigner must click the ‘Advanced Field
Settings’ (gear) icon and select the checkbox ‘Gog)’ from the Advanced field setting pop up.

¢ VG (Visual Grouping) — selecting this checkbox aauthis field to be displayed as a sub-header on
the report, and all results related to the sub-&eatk shown underneath. Selecting multiple fields
will result in the data grouped by sub-headingalbfields with VG checked/selected. Example:
A report listing people and classifications couévisually grouped by the classification field.
Each classification name will show up as a sub-éead the results, with all the people having
that classification listed underneath, followeddnpther Classification sub-header with people
having that classification, etc. Further groupilygReviewer Role (for example), displays
groupings by like Classification and Reviewer Role.
Visual Grouping automatically sorts by the fielddested.

* A (Arithmetic operation) — selecting this checklallows the report designer to perform addition,
subtraction or division of two adjacent fields. ¥the box is clicked, an arithmetic operator
(such as +) will appear. To change the operatotticue clicking in the box. Set the operator on
the second field in the desired operation. Plaeedesired description on the first field. The
results page will display the first field’s valug/{/*/+] the second field’s value. Several such
fields may be strung together with the first fieidplaying the results, however the arithmetical
ordering is strictly first to last; priority is NOg@iven to multiplication and division.

The report designer may also use a Function ortRaveummarize and analyze the data.
There are two main types of Function:
¢ Group functions allow the report designer to idigritie fields to be used to create groups of rezord
before applying a summary function

e Summary functions provide subtotals, averagestmratummaries within the specified groupings

As an example, users may wish to have a reporsthmtly lists a count of submissions by Article €yp
displayed as one row per Article Type in a simpldé. The report designer would select the ‘Aetiti/pe’
field and the ‘Manuscript Number’ row. SelectimgtGroup’ function for the ‘Article Type’ field Wlireturn
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one row per Article Type in the results, and ‘Codioit ‘Manuscript Number’ will return the count efach
Article Type.

To view an example, the standard report ‘AcceptRafct Decisions by Editor in selected timefrannes
the ‘Final Decision Term’ field in three differemays: One row uses ‘Group’ to group all like teymse row
uses ‘Count’ to count the number of records withdisplayed decision term, and one row uses ‘Cannt’
conjunction with the format column to display thergentage of the total decisions this displayedsa®t
represents.

¢ The values available in the ‘Function’ drop-downliepend on the type of field being displayed.

o If atextfield is selected, the choices are ‘Grfgnoup the results by this value and show all
unique results], Count [count the number of reswlth a value in this field], and Count
Distinct [count the number of results with a uniyadue in this field, eliminating
duplicates from the count].

o If a date field is selected, additional choicesadded; for example Group (Day) [groups
results by day], Group (Year) [groups results bgrjieGroup (Month) [groups results by
month], etc.

o If aninteger/numerical field is selected, the clesiinclude: Average [calculates the mean
average of the values], Maximum [displays only tteximum value], Minimum
[displays only the minimum value], Sum [sums thiiga], Sum Distinct [increments the
count once for each unigue value, ignoring dupdishtetc.

¢ |t is not necessary to select anything from thention’ drop-down box, however, if ‘Function’ is
used for any field, a selection must be made fdiedtls.

Note: The ‘Group’ functions can be combined with selatts a Visual Group. |

Similar summary functionality is provided by thev& functionality described below.

The ‘Format’ drop-down box is used to determine hbe/field will display. Example: The standargog
‘Accept and Reject Decisions by Editor in seledieteframe’ uses the ‘Final Decision Term’ field withe
‘Count’ function on one row with no display formathe same field is repeated with a ‘Count’ functand
displayed with the format ‘% of Group (with roundj)h When the report is run, the first field rovsplays as
a column with the number of submissions with eagtision term, and the second field row displaya as
column with the percentage of all decisions witdt tferm.

e The values in the ‘Format’ drop-down box dependhentype of field being displayed.

e A selection does not need to be made in the ‘Fdminap-down box.

Tip: The [...] option will not apply any special formatito a field, normally resulting in the default foat of i.e.
1,000 for integers.
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A set of icons are displayed to the right of thertiRat’ drop-down box:

e Red ‘X' Box — Deletes the field row from the sekettist
o Arrow Below — Inserts a field row below the curreotv

o Arrow Above — Inserts a field row above the curnew
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e Gear — Advanced Field Settings: Opens a pop-upgavinallowing additional parameters to be
selected. As mentioned, this is where the Editor change the sort order from ascending to
descending. See below for additional informatiarthus pop up.

¢ Double Pointed Arrow — Change Field Order: Cligkthis icon and holding down the mouse
allows the report designer to drag the field abmvbelow other fields, to change the field order.

The ‘Advanced Field Settings’ pop up contains a benof settings that can be designated for theifspec
field (row) rather than the report as a whole.

The settings include:

¢ Hide this field — allows the field to be hiddenrfrdghe reports, for example, if the results arego b
sorted by a field, but that field is not requireddisplay as part of the report results.

e Sort (z-a) — when a field is used for sorting sorgphis option allows the sort order to be chahge
to descending rather than the default of ascending.

e |talic — displays the results in this column irida
¢ Bold — displays the results in this column in bold

¢ Width — allows the report designer to designateedfcolumn width in pixels.

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

¢ Label Justification — sets whether the column lalaeé Right, Middle, or Left justified. The defaul
is Middle (M). Clicking the box rotates througtetbptions.

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

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

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

To configure the main report to pull in the subnmepfirst create the subreport and define the field
to be used as the Drill-Down Key. Then identifg thatching field in the main report, usually the
same ID field, and set this Advanced Value for fiedtl, selecting the previously defined
subreport. Finally, choose the style of Drill-Dotenbe used to display the subreport.

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

main report to be used as an additional filter.e®ubreport must either return data from a uniqeeord (for
example, passing in a person ID to return informatior a specific person), or have filters that ofathose used i
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the main report (for example, making sure that bo#in reports and subreports use ‘Time Period: ievious
year’) and which cannot be changed when running ¢pert.

¢ Drill-Down Style — when a subreport is selecteds tiption defines how the drill-down report
results display:

0 Link — links to the resulting report from the dégdireport in the same window and navigates
the user from the original report.

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

0 Embedded — embeds the linked report from the @etadcord into the cell in the report table,
S0 it appears to be part of the main report.

o0 Pop up - links to the resulting record from theadetl report in a pop up located on the same
page.

¢ URL — used to link to a specific page in the systérhis field is typically not used.

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

¢ Gradient Cells Shading — used to shade cells émradte gradiants. This field is typically not used

e Text Highlight — defines a color in which the radelxt displays, such as ‘green’ or ‘blue’. Simple
rules can be applied to make this conditional -efample, typing ‘0 to 5:Red’ highlights cells
with those values.

¢ Cell Highlight — defines a color in with the celidkground displays, such as ‘red’ or ‘yellow’.
Simple rules can be applied to make this conditierfar example, typing ‘0 to 5:Red’ highlights
cells with those values.

¢ Value Ranges — allows the substitution of a valith text. For example, to easily identify all
submissions where the number of completed reviews2, replace the values of 0 or 1 with text
on the report such as ‘Needs additional Review&2b 1:Needs additional Reviewers

The checkbox ‘Add Subtotals’ allows the report dasr to automatically add subtotals to the bottémach
report column that contains numbers. Click thevauced Field Settings’ icon next to each field thikbe
subtotaled to further refine how the subtotal Wwél calculated using the ‘Subtotal Function’ figlé.(Count,
Count Distinct, etc.), or to suppress the subtatathat field.

The following buttons display below the field grid:
1. Quick Add — opens a pop-up window listing all aghlk fields allowing the report designer to
select multiple fields at once.
2. Add Pivot — allows the report designer to add adiitaahal level of information to the report.

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

0 When adding a Pivot, the grouped values are display columns rather than rows, with the
calculated value displayed at the row/column irgetisn. For example, to view a count
of all Decision Terms by Article Type, a report idbbbe created with the field ‘Decision
Term'’ selected. In the Pivot section, select ‘@giType’ using ‘Group’, and count on
the ‘Unique Document ID’ field.

o First select a field in the ‘Add pivot columns falfop down. This would be the ‘Article

Type' field in the above example.
( Edltorlal ( roduX|on
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0 Select a grouping function (as described in theckon section above) to apply to this field.
The available options are dependent on the seldieldd This will be used to create the
Pivot Table columns. This would be ‘Group’ for thisove example.

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

3. Continue to Summary — allows the report designegyotto the Summary tab. The report
designer can alternatively click on the ‘Summaay tnstead of using this button.

4. Preview — clicking this button generates a prewiéthe ‘Report Resultspage, without saving
the report. The report designer can alternatieitk the ‘Preview’ tab instead of using this
button.

Tab 3: Summary

A Summary Report is a slightly simpler versionloé Detail Report (defined on the ‘Fields’ tab) t¢egbon
the Fields tab. Use this report for a simpledissubmissions, or to apply grouping or summarycfioms to
those lists for simple subtotals. The arithmatisyal grouping, and Pivot functions are not axsé&or
Summary reports. This step is optional.

The ‘Title’ box allows the report designer to ergeitle specifically for the Summary Report seatiorl his
will be displayed for this summary, and may beatit from the general report title entered onftisc’ tab.

The ‘Records’ box allows the report designer tatlitme number of results that are returned in the@®ary
report.

Note: In most cases, the report designer will not wantrtdt the number of results, in which case thedres box
should be empty.

As with the ‘Fields’ tab, the report designer chemthe fields to appear in the summary report imyguhe
‘Fields’ drop-down list, adds a description, enalderting (if desired), chooses a function, andaslthe
format (see ‘Tab 2: Fields’ of the EAR Help forlfilformation).

Two checkboxes display under the field grid:

e Add Subtotals — When this is checked/selected osalstare generated for all columns that use
numbers. To suppress the subtotal for a givemmo)wr control the exact calculation of the
subtotal of a given field, click the ‘Advanced FEebettings’ (gear) icon for that row and make a
selection from the ‘Subtotal’ drop-down list. Tieport designer may also leave the subtotal
choice at ‘Default’, and the system will use thestrlogical subtotal for the field.

¢ Add Deltas — When checked/selected, the systenraggsethe difference between the value in one
row and the value in the next row in all columnatttontain numerical values. Example: This
can be used to calculate the difference betweenuhwer of submissions received in one year
versus the following year. Select the Documenti@ab the data source, then select Unique
Document ID with the Function ‘Count Distinct’, afiditial Date Submitted’ with the Function
‘Group (Year)' to get a count of all unique manugty submitted per year. Then select the ‘Add
Deltas’ checkbox to show these results and adddrifference between one year and the next, in
both absolute number and percentage.

The following buttons display:

1. Continue to Chart — allows the report designeradagthe ‘Chart’ tab. The report designer can
alternately click the ‘Chart’ tab instead of usthigs button.
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2. Preview — clicking this button generates a previdéithe ‘Report Resultspage, without saving the
report. The report designer can alternativelykdie ‘Preview’ tab instead of using this button.

Tab 4: Chart

This Chart step is optional, and is used if theoredesigner wants to include a chart or graph tithreport.
The standard report ‘Average Days to Decision bigdEddisplays an example of a bar chart display.

The first step is to select a Chart type. Theofeihg types are available:

e Trend — displays a plot of the results in the shafpeeline graph.

¢ Pie — displays the results as a pie chart. Whi i®selected from the drop-down list, additional
options are available such as ‘Explode largese’s(geparate the largest slice from the rest of the
pie), ‘Show Percentage’ (show the chart as pergestaf the total instead of raw numbers), etc.

¢ Plot — similar to Trend, but the individual resyjdot points) are not connected by a line.
e Bar — displays the results as a bar graph. Adtitiparameters are available when ‘Bar’ is chosen.

¢ Funnel — displays the results in the shape of adlutypically used for illustrating a process wder
items fall in number as they progress through thekflow).

Note: When using a funnel chart, the results are notesblly default, so in order to make this chart megfuil,
the results should be sorted from largest to smalle

Depending on which type of Chart is selected, &mfthi selections may be configured for the chattese
may include:

» Title — allows the report designer to enter a titl@ppear over the chart. This will be displafed
this chart, and may be different from the genezpbrt title entered on the ‘Misc’ tab.

¢ Records — allows the report designer to limit thenber of results that are used to build the chart.

Note: In most cases, the report designer will not warltmit the number of results, in which case tleeétds box
should be empty.
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¢ Label — allows report designer to use the drop dtmaselect the horizontal (X) axis labels
(categories) for the chart. The ‘Average Days &ziBion by Editor’ report uses the ‘Last Name
of the Editor who made First Decision’ field as tfedue in this drop down.

¢ Value — allows report designer to use the drop dtmnselect the value that is being graphed. The
‘Average Days to Decision by Editor’ report uses tbays with Editor’ field with an ‘Average’
function. This will display the average days teid®on per Editor on the chart.

e Separator — displayed for some chart types. Hldiged, it allows the report designer to furthes-su
divide the results. The ‘Average Days to DecidigrEditor’ report uses the ‘Final Decision
Term' field to break down the average days witht&dby decision.

e Show legend — when selected, shows the Label leetie right side of the chart. Example: If
‘Article Type’ is selected as the label for a pkad, the chart will show each individual Article
Type in the legend, along with each Article Typeddor as depicted on the chart. The report
designer might use a legend instead of slice latreks pie chart. This could be combined with the
checkbox ‘Show Percentage’ in which case the slicmdd be labeled with the percentage of the
total number and the Article Type of each slice lddae shown in the legend.

e Show as 3D — shows each slice of a Pie chart in 3D.

¢ Explode largest slice — shows the largest slica Bfe chart as separated from the other slices.
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e Show Percentage — adds % labels for each slicd>ad ahart.
e Show Value Labels — adds labels to the values.il#bla for a Trend chart and Pie chart.
e Show Slice Labels — adds labels for each sliceRikachart.

e Combine Bottom % - for Pie chart, allows the bottdrpercent of results to be combined into one
pie piece. Especially helpful when there are afdabels with one or two results.

e Show Pareto — adds a cumulative trend line abdoar @hart, and adds a right axis with % of total
identified.

e Stacked - results are stacked on top of each otheyad of side by side. Each value in the stadk wi
have its own color.

¢ Horizontal - shows the bars horizontally rathemntkartically.
e Smooth — smooths out a trend chart (line graphdhabthe line appears curved rather than spiky.
e Connect — connects the lines of a Plot chart, ngaitisimilar to a Trend chart.

e Chart Type — a pie chart can be displayed as giwl{like a pizza) or as a doughnut with a hole in
the center.

o Label Title (Bottom) — allows the report designeatld text for the horizontal label (X) axis.
* Value Title (Left) — allows the report designeraad text for the vertical value (Y) axis.

¢ Value Title (Right) — allows the report designeiatid text on the right for the vertical value (Y)
axis.

e Target Report — if a report is created with a dtdwn field enabled (see ‘Tab 6: Misc’ of the EAR
Help for more information), and that field is indked in the chart results, then clicking the relévan
chart segment will drill-down to the underlying cep

The following buttons display:
1. Continue to Gauge — allows the report designeottoghe ‘Gauge’ tab. The report designer can
alternately click the ‘Gauge’ tab instead of usihig button.

2. Preview — clicking this button generates a previéithe ‘Report Resultspage, without saving the
report. The report designer can alternativelykdie ‘Preview’ tab instead of using this button.

Tab 5: Gauge

This step is optional, and is used if the reposigiger wants to create a gauge (speedometer-tyy8.cifhe
standard Production Tracking report ‘Avg Days tar{ptete Production Tasks in selected timeframe’ldisp
a gauge on the results page.

The following selections are available for configgrthe gauge:

¢ Title — allows the report designer to enter a fitlethe gauge(s).
¢ Results — limits the number of gauges displayed{mam of 12 gauges).

e Name — allows the report designer to select a fielde used as the label for the gauges from she li
of available fields (based on the selected Datacs). In the ‘Avg Days to Complete Production
Tasks in selected timeframe’ report, the Name isbf8ission Production Task Name’, where each
gauge will be labeled with the name of a SubmisBimduction Task.

¢ Value — allows the report designer to select tHeesto appear in the gauge from the list of avd@ab
fields (based on the selected Data Sources). eltig Days to Complete Production Tasks in
selected timeframe’ report, ‘Days between SubmisBimduction Task Assignment and Task
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Completion’ is the value, with the ‘Average’ furmti used to calculate an average number of days
for each Submission Production Task.

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

e Minimum and Maximum — allows the report designedébermine the smallest and largest value
shown on the gauge.

e Color — allows the report designer to set differasibrs depending on values. The gauge will
gradually change colors as it approaches the tasje¢s.

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

« Target report - allows the report designer to deestig a subreport to display when the user clicks (o
hovers over) the gauge. Note that the value fielthe gauge must be denoted as the Drill Down
field on the subreport.

« Effect - allows the report designer to choose betwthe styles Popup, Link or Hover when
displaying the target report from the Gauge. PaogugbLink require the user to click on the
gauge; hover will display the report when the us®rers over the gauge.

The following buttons display:
1. Continue to Misc — allows the report designer tdgthe ‘Misc’ (Miscellaneous) tab. The report
designer can alternately click the ‘Misc’ tab ireteof using this button.

2. Preview — clicking this button generates a previdéithe‘Report Resultspage, without saving the
report. The report designer can alternativelykdie ‘Preview’ tab instead of using this button.

Tab 6: Misc

The Misc step is optional. It allows the reporsideer to enter a Title, Header and Footer forépert. It
also allows configuration of “Share With” rightsdathe selection of a Drill-Down Key.

The following options are available:

e Title — allows the report designer to enter a fitlethe report as a whole. This is the title that
displays on the Main Menu.

e Description — allows the report designer to entexport description that is displayed underneagh th
report title on the results page.

Header — allows the report designer to enter adrehdt appears above the report Title on the
results page.

Footer — allows the report designer to enter agiothtat appears below the last table of results.

Share With — always set to 'Everyone'. For theEWlimplementation of the EAR, the only
available option is ‘Everyone’.

Rights — allows the report designer to determinetivbr this is a shared report, and whether other
users may make changes. The default setting fereports is ‘Full Access’. The options are:

1. None — saves the report under the report desigidy' RReports' area of the EAR main menu.
No other user can view or resave the report. €pent designer can click the 'Design'
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button to make changes to the report and savehtmeges to the same report (using the
‘Save' button), or to a new report (using the 'Ssa/dutton).

2. Full Access — saves the report under the 'Sharpdii&e area of the EAR main menu. Other
users can click the 'Design' button to changedbent, and can save changes to the
underlying report using the 'Save' button or uge$ave As' button to save changes to a
new report.

Note: Using the ‘Save’ button will overwrite the existirgport. Allowing Full Access to the report magu in
other users saving changes over the original report

3. Read Only — saves the report under the 'Sharedri2eprea of the EAR Main Menu. Other
users can view the results and click the 'Desigtibb to make changes and then use the
'Save As' button to save the report under a nevenadmly the report designer sees the
'Save' button to save changes to the base report.

4. View Only — saves the report under the 'Shared Reprea of the EAR main menu. Other
users can view the results, but cannot resavesft@trunder a new name. The 'Design'
button is suppressed on the Report Viewer toolbar.

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

¢ Drill-Down Key — the drop-down box lists all fieldasailable for the report (based on the selection
in the Data Sources tab). Making a selection ismdhop down allows this detailed report to be
used as a subreport of a different calling repmitag a field common to both reports. When the
report viewer clicks the common field in the topdéreport, they can see the results of the lower-
level report. See the ‘Tab 2: Fields’ sectiontef EAR Help for more information on designating
the link between the calling report and the subreftetailed report).

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

1. Example: The standard report ‘People Detail SBedktreport’ uses the ‘People Unique ID’
field as a Drill-Down Key. When the Editor rungetktandard reports ‘People and
Institutions’ or ‘People and Classifications’, tieople ID- drill down’ column appears on
the results page, with each People ID as a cliektutk. Clicking a People ID brings up a
pop-up window with the portion of the ‘People Déglieet Subreport’ that is relevant to
that particular People ID.

The following buttons display:
1. Continue to Style — allows the report designerddaythe ‘Style’ tab. The report designer can
alternately click the ‘Style’ tab instead of usitgs button.

2. Preview — clicking this button generates a previéthe ‘Report Resultspage, without
saving the report. The report designer can alteelg click the ‘Preview’ tab instead of
using this button.

Tab 7: Style

The Style step is optional. It allows the repasigner to enter custom colors, set paginationcastbmize
the appearance of the report on the screen.

The following options are available:
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e Border color/Header color/Header foreground coleni color/Item foreground color/Alternating
item color — allows the report designer to selestam colors for each of these areas on the report
results. When selected, the ‘Sample grid’ (shoelow the ‘Restore Default’ button) reflects the
color selections as a preview for the report design

¢ Restore Default button — allows the report desigoeeset all the colors to the default colors, and
reflects the default colors in the Sample Grid.

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

e Checkboxes — a series of options, including:

o Fill Zero Data Between Dates: If there is a ref®ing run that uses dates in a chart or report
grid, and there is a value of ‘0’ for a date, thgion will make those ‘0’ rows display. For
example, if the report displays the number of maripts submitted by month, and there
were 0 manuscripts submitted in February, withelgcing this option February would not
appear. Selecting this option causes Februarpgea with a value of O

0 Landscape printing: Determines the orientatiothefreport when printed to a PDF.

o0 Show page number: If selected, the page numbplagis at the top of each page when
printed to a PDF.

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

0 Use pagination in web view: When a report is rurere this is selected, the report displays
pagination links on the results page (1-100, 100;-2€c.) to enable users to navigate
through the result set.

0 Add bookmark for each visual group: When Visuab@aing is used (see the ‘Tab 2: Fields’
section of the EAR Help), bookmarks for each sectice generated on the left side of the
PDF.

0 Page Break After Visual Groups: When Visual Grogpis used (see the ‘Tab 2: Fields’
section of the EAR Help), each Visually Groupedcdfetata appears on a separate page in
the PDF.

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

Visual Group style

o0 This choice is applied if the checkbox ‘VG’ wasesged for a field (on the Fields tab). It
governs the display of the visual group sub-headers

¢ |tems per page (in Viewer)

0 Aninteger value may be entered here. It goveavs imany rows are listed on the results
page before a new page is created (causing thagiami links to be displayed).

¢ Report Order

0 The report designer can designate the order inhwthie Chart, Gauges, Summary report and
Detail report are shown on the results page. Thestons can be re-ordered by using the
move up and move down icons.

¢ Field|Value column pairs
0 This changes the display from simple fields in cohg, to a more columnar display.

0 The values 1 through 4 can be selected from tlip-down box.
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0 This choice governs how many columns of field/vgla@s appear on the results page.
Examples: Choosing 4 from the drop-down box caBseslumns to appear on the results
page — 4 field name columns and 4 associated caluenns. Choosing 2 results in a
display similar to the submissidRetails’ page.

Note: To apply this setting, one of the two checkboxésibmust also be selected.

e Show main report in Field|Value style — causedHiledd|Value column pairs configuration to be
applied to the main (not summary) report.

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

The following buttons display:
1. Continue to Filters — allows the report designegddo the ‘Filters’ tab. The report designer
can alternately click the ‘Filters’ tab insteadusing this button.

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

Tab 8: Filters

The ‘Filters’ tab controls which records will digglin the final report. This step is optional,ulgb typically
used to limit the data returned. It allows thearéglesigner to filter (limit) the report resultaded on the value
of any field available for the report. This pagesimilar to the existingsearch Submissiongage.

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

The following options are available:

e Filter Field — a drop-down list allowing the repddsigner to select any field available for theorép
(per the ‘Data Sources’ tab). Additionally, fikemay be based on calculated fields; for example,
if the ‘Count’ function is selected for Manuscrigumber on the Fields tab, both the Manuscript
Number itself and the [Manuscript Number] (cal€)ldis are available for filters.

Note: The field does not need to have been selecteoeofrields’ tab, and does not need to appear onrésalts
page.

0 Operator — the report designer can designate whttad-ilter Field is greater than a value,
equals a value, is within a designated time pef$odh as ‘Last Year’ or ‘In the past’),
contains certain text, equals multiple values, dbesjual multiple values, equals one
value [Equals (select)], doesn’t equal one valued&h't Equal (select)], etc.

0 Values — depending on the selection in the Opefatlat, the Value column allows the report
designer to either type in a value, or select feolist of values. Making a selection here
limits the report to results that match the valmedon’t match the value, depending on the
operator). Leave the value set to [...] to searchafty value. When combined with the
Parameter setting (below), this allows the end-tseelect the parameters rather than
setting a pre-determined value to be used.

Note: When multiple filters are added, the ‘Value’ opsaf subsequent filters are updated based on lteecki
results of earlier filters. For example, if ‘Fin8lecision Date'’ filter is set to “Current Year”, ah'Last Name of
Editor who made Final Decision’ is a subsequenefijlthe ‘Value’ menu will only display names oitBrs that
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have made Final Decisions in the Current year. @&jiag the ‘Final Decision Date’ filter to “In the d&st” will
change the ‘Value’ menu to all Editors that haveds&inal Decisions.

Note: To combine multiple filters, the filters shoulddmnfigured first, and combined using the ‘Filterdic entry
box (see below).

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

o Parameter — selecting this checkbox causes tee ¢itinfiguration to be displayed on the
‘Report Resultspage. The user running the report can changgltireand click the
‘Update Results’ button on the toolbar to see #dwiits with the new filter.

Note: When filters are applied to a report, they do nispthy at the top of the ‘Preview’ page. They wiily
appear at the top of the Report results when tpentss run, not previewed.

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

e Show Filters in Report Description — selecting tigckbox displays the values of each filter used
to generate the report in the report’s descripiaxt, but does not allow the user to change the
filters. To allow the user to change the filtesslect the ‘Parameter’ checkbox next to each filter
you want the user to be able to change.

¢ Require drop-down box — making a choice in thigpedown box requires the end user to select a
value for at least one, the first, or the first tilers when running the report.

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

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

Note: This field displays an ‘Ex:’ prefix by default; shis an ‘Example’ of how the field can be usedteFs with
the ‘Ex:’ prefix will be ignored.

The following button displays:

Preview — clicking this button generates a previéthe ‘Report Resultspage, without saving the report. The
report designer can alternatively click the ‘Prewitab instead of using this button.
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Cross-Publication Enterprise Analytics Reporting

Business Publishers may use the Cross-Publicatiteririse Analytics Reporting tool, similar to teisting
Enterprise Analytics Reporting tool, to run repatginst some or all publications in a Businesdighdr Group.

The Business Publisher must first have a signeelesgent with Aries to use Cross-Publication EntegpAnalytics
Reporting before the feature can be enabled far@see available, Editors with proper permissiol s@e a new

link on the Reports menu_— Cross-Publication EmisepAnalytics Reporting.

Figure 1 —Reports Menu (partial page)

Reports

Report Tools
Enterprise Analytics Reporting

Cross-Publication Enterprise Analytics 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

Additionally, for publications using Production Tking, Editors with the Production Tasks menu aiitth the new

‘Run Cross-Publication Enterprise Analytics RepdrisleManager permission enabled will see the Gross
Publication Enterprise Analytics Reporting linkthe ‘Reports’ section of the Production Tasks nménu.
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Figure 2
Editorial Proposal Menu
Search

Managing

Editor

Production To-bo List
Tasks LA
Menu

Quick Searches:

Article Title with eve

December Supplement

Overview

Production Tasks

Search Submissions | Search Pecple

Submission Tasks Assigned to Me (1)

Schedule Group Tasks Assigned to Me (1)

'At-Rigk' Submissiens (15)

Production Initisted - Mo Tasks Azsigned (9)
Submission Tasks I Have Aszsigned (22)

Schedule Group Tasks I Have Assigned (2)

Wiew All Submissions In Production (29)
View All Production Tasks With Authors (4)
Production Status Grid

Reports

Submission Tasks Reminder Report

Schedule Group Tasks Reminder Report

Editor/Publisher Assignment Totals by Task Tvpe Report
Bill Me Report

Manage Waiver Reguests Report

E-Commerce Status Report

rees REqUIrngG ACLION REPOIT

Cross-Publication Enterprise Analvtics Reportin

Clicking this link from either location leads tcetiCross-Publication Enterprise Analytics Reportimgn menu
page. From this menu, users can:

* Run standard cross-publication reports supplieditigs, and adjust report parameters if the reptriva

it.

* Run shared cross-publication reports created bsratbers.

e Create cross-publication reports and share thetbeothier users if desired.

e Create new cross-publication reports based on atdrréports.
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Figure 3 —Cross-Publication Enterprise Analytics Reporting MaMenu — list subject to change

Cross-Publication Standard Reports

Cross-Publication
Enterprise

Analytics . Cross-Publication Editorial Reports

RePorting People and Classifications
People and Institutions

Ereate Report People Detail Sheet

People List

Submission Turnaround Times - Editorial

Submissions Received - By Article Type and Year

Submissions Received - by Country and Year

Submissions Received - by Month and Year

Cross-Publication Production Tracking Reports

R

Avq Days to Complete Production Tasks in selected Timeframe
Number of Submissions per Open Schedule Group

Eack to Reports Menu
Enterprise Analvtics Reporting
Editor Main Menu

When the feature is first enabled, the Cross-Patitio Enterprise Analytics Reporting main menu jfes access
to a set of Cross-Publication Standard Reportdedday Aries for all publications. The Standarg8#s section of
the main menu has two categories of reports: @Pokdication Editorial Reports and Cross-PublicatRroduction
Tracking Reports (displayed only for publicatiorssng Production Tracking). Clicking on a reporimea
immediately runs the report and displays resulsetan the default criteria (referred to as ‘Fiter

Note: The number of returned rows is limited to 10,00fbas all publications. Use the filtering capabés to
limit the results to fewer than 10,000 to ensu thcomplete results set is returned.

Note: Some Editors accessing Cross-Publication Reportiag only have access to certain subsets of pulditat
(Publication Groups). Reporting results may beniettd to the Publication Groups to which the EdiRole has
access.

Editors may use the ‘Create Report’ link, locatedhie left of the report menu, to make a new remorthey may
use a Standard Report (or any other existing rgpera starting point, using the ‘Design’ optiorettit and save a
customized version of the report. When reportehzeen created and saved by the Editor, thesaladldisplay
on the Cross-Publication Enterprise Analytics Répgrmain menu in their own section. Reports carséved as
individual-level reports (accessible only to thpag creator) which are listed in the ‘My Reposdsttion. Reports
can also be shared with other users, and are listib@ ‘Shared Reports’ section.
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Figure 4 —Partial page display; Editor RoleManager

Flag Icons
Proxy Activities
E Administrative and Reporting Functions

System Administration Functions
® Unrestricted Access
(O Restricted Access

Produce Reports
Schedule Reports

hY

[¥] 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 first enabled, the only reports on the meititbe the Cross-Publiciation Standard ReportsieTMy
Reports’ and ‘Shared Reports’ sections appear dfterEditor saves their own reports, or after arestEditor
saves a report as a Shared Report.

Note: Though it is rare, some of the publications withiBusiness Publisher may not be available during
maintenance periods or upgrades. To confirm thatdhta generated by Cross-Publication Reports isodgate, a
‘View Update Status’ link is available on the Igiffebar of the Cross-Publication Enterprise AnagtReporting
Main Menu. Clicking this link shows the user whaatepublication was last updated.

To Configure: Cross-Publication Enterprise Analytics Reporimgnabled by Aries’ Customer Service group.
To enable this feature, please contact your custsamice representative.

Once this feature has been enabled for your gatilgifcations, enable the ‘Run Cross-PublicationeEmise
Analytics Reports’ permission (a sub-permissiofPobduce Reports’) located in the ‘AdministrativedaReporting
Functions’ section for Editor Roles.

Publication Groups

Administrators may restrict the results of Cros®ligation Enterprise Analytics Reports to a spedifibset of
publications. Business Publisher Staff will be ablenanage and assign Publication Groups as wedsasct
Editor Roles to access only certain Publicationupsowhen running Cross-Publication Reports.

Users with unrestricted access to System Admitistrdeunctions or users with restricted accessahilt the sub-
permission ‘Manage Publication Groups’, found ia t6onfigured Restricted System Administration Asxe
Rights’ part of AdminManager, will see a ‘ManagebReation Groups’ link on the AdminManager Main Men

At first, the ‘Manage Publication Groups’ page vafily display a default ‘All Publications for theuBiness
Publisher’ master group. Clicking ‘Add New GroupilM@pen an overlay that allows the user to nangertaw
Publication Group and select publication codes fedinPublications in the Business Publisher to &xdithe Group.

Once a new Publication Group has been createdl) digplay on the Manage Publication Groups gilitie
Publication Group may be edited by clicking theglkicon or removed by clicking the trashcan icéxditionally,
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users may change the order of the list by draggimydropping the Publication Group row to the dekBpot in the
Publication Group grid.

Clicking the pencil icon for ‘All Publications fahe Business Publisher’ displays all publicatianghie Business
Publisher. Clicking the publication code hyperliok any publication in this list will bring the usto an
‘Associated Publications Groups’ pop-up, which thgp all the Publication Groups to which the pudticn
belongs.

When Publication Groups have been created, EdidteRwithin the Business Publisher Group may bdigored
to only have access to certain Publication Grooghe Cross-Publication Enterprise Analytics Rapgrinterface.
Administrators with ‘Assign Publication Groups tditr Roles’ permission enabled in ‘Configure Ries¢d
System Administration Access Rights’ will be aldegrant permissions to other Editor Roles for thistang ‘Run
Cross-Publication Enterprise Analytics ReportsAriPublications’ permission and sub-permissione&Rict to
Selected Publication Groups’. Once enabled, adimitieg's will be able to select one or more PubiicaGroups
from a multi-selector box on the ‘Edit Role Defiait’ page to restrict this Editor role to runnirgports against
only the publications in those Publication Groups.

Note: If Publication Groups are defined, all reports raranually by a user are run against only the pulilaas in
the Publication Group currently selected in the Redtion Group drop down menu, and not againstRublication
Group saved with the report (whether it is a shareglort or not).

To Configure AdminManager: With Cross-Publication Enterprise Analytics Repaytenabled for the Business
Publisher, the Business Publisher Staff or Admiatst will need to access AdminManager, found ipst&m
Administrator Functions’. From there, a user magkciManage Publication Groups’, or click ‘ConfiguRestricted
System Administration Access Rights’ to set up pssions for system administrators with restrictedess.

Note: An Editor who has ‘Unrestricted’ access to Systeimiistrator Functions will be able to use thistiaa
without additional configuration for his role in AdnManager.

To Configure Restricted System Administration Acces Rights: ‘Assign Publication Groups to Editor Roles’ is a
sub-permission of access to ‘ALL OF ROLEMANAGER'n€e enabled, Editors with this permission may s$elec
which Publication Groups an Editor Role has actesghen running Cross-Publication Enterprise Ariadyt
Reports.

‘Manage Publication Groups’ is a sub-permissioaafess to ‘ALL OF ADMINMANAGER'. Once enabled,
Editors with this permission may create, edit,eamove Publication Groups from the ‘Manage Publaratsroups’
page in AdminManager.

Once the appropriate permissions in ‘Configure Rastd System Administrator Access Rights’ haverberabled,
users with ‘Manage Publication Groups’ permissiaayrareate Publication Groups. On the AdminManageainM
Menu, click the ‘Manage Publication Groups’ linkditbrs with ‘Unrestricted’ access to System Admiirator
Functions will have access to this link without dieg to enable permissions in ‘Configure Restricsgdtem
Administrator Access Rights’.

To add a new Publication Group, click ‘+ Add NewbReation Group’. Enter a unique Publication Grdugme
and select one or more publications from the Patiba Code selector box. After selecting publicagito include
in the group, click the ‘Add to Group’ button. Adtipublications will display in the ‘Publications fhe Group’
section of the page. Clicking the disk icon in tipper left corner of the overlay will save the Redtion Group and
close the overlay. Clicking the disk with the phign icon saves the Publication Group and resetfottm to add
another new publication group. Clicking the ariioon will cancel and close the overlay without sevany
changes. The trash can icon will remove the grdtie. ‘Remove’ option is only available when a Pcdation
Group has not been selected for an Editor RoleoieRanager.
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Note: Selecting a single publication code in the ‘Publica Code’ selector box will generate a ‘View Asated
Publication Groups’ link. Clicking the link will lrg the user to a pop-up that lists all the Publioa Groups to
which the publication belongs.

Once the Publication Group has been created, lidigiblay in the ‘Current Publication Group Liseheath the ‘All
Publications for the Business Publisher’ masteru@rclicking the pencil icon will re-open the Pulatiion Group
overlay so the user may make changes to the Group.

To Configure RoleManager: To allow Editors access to only certain Publica@roups, an Administrator with
‘Assign Publication Groups to Editor Roles’ pernigssenabled in ‘Configure Restricted System Adntnaitor
Access Rights’ must select the desired PublicaBooups in Editor RoleManager. Add or Edit an erigtiEditor
Role in RoleManager . In the ‘Administrative andpging Functions’ section of the page, a sub-pssiah of
‘Run Cross-Publication Enterprise Analytics RepéotsAll Publications’ named ‘Restrict to Selecteédblication
Groups’ is available for selection. Once enabledimiistrators will be able to select one or morélRation
Groups from the multi-selector box.

Once Publication Groups are selected for an E&ude, he or she will only be able to run Cross-Rialiion
Enterprise Analytics Reports using the data froenghblications within the selected Groups.

Main Menu Overview

The Cross-Publication EAR Main Menu displays akitable reports separated into sections. A foidan == is
displayed next to each report category. Clickiig tcon expands/collapses the list of reportsaichecategory.

Figure 5 —Collapsed Reports List

Cross-Publication Standard Reports
Cross-Publication
Enterprise
Analytics L

Reporting . Cross-Publication Production Tracking Reports

Cross-Publication Editorial Reports

Create Report

Back to Reports Menu
Enterprise Analytics Reporting
Editer Main Menu
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Figure 6 —Expanded Reports List

Cross-Publication Standard Reports
Cross-Publication

E:;T;'::;::e . Cross-Publication Editorial Reports
Reporting . Cross-Publication Production Tracking Reports
Create Report Ava Days to Complete Production Tasks in selected Timeframe

Number of Submissions per Open Schedule Group

Back to Reports Menu
Enterprise &nalvtics Reporting
Editor Main Menu

Each report name appears as a link, and clickiadinlk will run the report. Hovering the mouse paareport name
without clicking may display one to four icons teetleft:

* ‘Delete’ &3 The ‘Delete’ icon allows the user tdete the report. It only displays for reports ¢egbby
the logged-in Editor and shared reports saved YFitifl Access” sharing rights

* ‘Design’ b _ The ‘Design’ icon allows users to eftlie existing report. Users may need to save the
edited report as a new report depending on theingepermission on the original report. This icon
appears for reports created by the logged in esesaved with ‘Read Only’ or ‘Full Access’ permissi
(see the ‘Tab 6: Misc’ section of this documentrfwre information on security settings).

« ‘E-mail' ™ _ The ‘E-mail icon allows the user toreail the report results to a user using a lettehén
Enterprise Analytics Reporting letter family.

. ‘Schedule™ %] — The ‘Schedule’ icon appears onlyHditors with the ‘Schedule Reports’ permission
enabled. It allows one or more delivery schedtddse saved for a report. Once saved, the report i
automatically e-mailed to the selected recipiemetsthe saved delivery schedule. The report e-gaail
contain a PDF of the report and/or a deep linkutomatically log into the system and view the Ireport
results. NOTE: The recipient must be a registeisat to use the report deep link.

The display of the ‘Delete’ and ‘Design’ icons dade on how the report was saved (e.g. if it wagdas ‘View
Only’, then no user except the report owner cah@dielete the report). Standard reports creayeiries cannot
be modified or deleted by any user, but the ‘Déesigpn allows users to modify the report, to beeshas a new

report. ‘E-mail’ and ‘Schedule’ icons display bdsm permissions of the logged in user.

Figure 7 — ‘Delete’, ‘Design’, ‘E-mail’, and ‘Schedule’ iconsidplay for a report

My Cross-Publication Reports
. Editorial Reports

ﬂ d? B4 3 Article Types by Authors

Editors may click the ‘Design’ icon to edit a stand report and then save that report definitioneursdnew name
using the ‘Save As’ button on the report toolb@he new report will save in either the ‘My CrossbiReation
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Reports’ or ‘Cross-Publication Shared Reports’ adepending on whether the Editor has electeddcestne new
report with other users.

When reports are saved in Cross-Publication EA&y #re made available across all publicationsérbilisiness
publisher for which Cross-Publication EAR is enabld his means that an Editor can run the sameatrépo any
of the publication in the Cross-Publication EAR.

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

My Cross-Publication Reports

Cross-Publication — S T

Enterprise
Analvtl_cs Article Types by Authors
Reporting

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 a report, the Editor clicks on a report narfie display format of the results page depemd$e report
design (see the ‘Running an Existing Report’ sectibthis document for more information).

Figure 9 —Sample Report results page — filters at the togha page may be used to modify the report, dispthye
in the table below

7 [ElReportist | Frrint 5] & [ W] g | Results | Al -~ | Design
Fivot | Initial Date Submitted « || Group(Year) A
* Hide Filters  Add Field| ~ | Delete Field | ~ | | Update Results
Filter Field Operator value(s) Blank
2 | Editarial Status || Isn't Like ~ | |remove 0O B8=+%1
3 | Initial Date Submitted + || In Time Period + || In The Past + [0 B*%1
4 ~|| ... v O B8B+%t
[] Show Filters In Report Descripticn
Require | ~ | Parameters in Viewer
Filter Logic |Ex:(1 OR 2) AND (3 OR 4)
Provides a breakdown of submissions received in specified time peried, by
article type.
Article Type 2005 2006 2007 2008 2009 2010 2011 2012
JAnnouncement 0] 1] 1] 0] 4 i 2| 0]
lannouncement 0 0 [} 0 1 1] 2| 0
lAnmouncements 0 0 0 0 3 0 0 0
JAnnouncements 0] 1] 1] 1 2| 1] 0) 0]
lannouncements 0 0 0 0 0 3 0 0
|Announcements 0 0 0 0 0 0 0 1
lannouncements 0 [} [} 0 0 [} 0 1|
|Anmouncements 0 0 0 0 0 2 0 0
Awards 0 [1] [1] 0 0 [1] 1 0
lawards 0 0 [} 0 0 [} 1 0
[awards 0 0 0 0 0 0 2| 0
JAwards 0] 1] 1] 0] 2| 2| 1 1
lawards 0 0 0 0 0 0 1 1
lAwards 0 0 0| 2| 2| 0| 2| o||
lawards 0 0| 0| 0 0 1 1 1
|Awards 0 0 0 0 0 1] 0 0
|Book Review 0 0| 1] 0 0 1] 1 0
[Book Review 0 0 [} 0 0 [} 0 3
[Book Review 0 0 0 1 0 2 0 1
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Users may create a new report from scratch byiolickhe_Create Report link on the left side of th&n menu.
Clicking this link opens the report design intedaSee the ‘Creating a New Report, or Editing gistihg Report’
section of this document for detailed informationaseating a new report.

Figure 10 —Initial Design Report page
Data Sources “ Fields ” Summary H Chart ” Gauge H Misc “ Style ” Filters “ Previewl

[Elreportlist | [qNew prdsave bfsavess.. Serint sol | B B [ W] (€] B | Resuls

[ allew nulls
Please choose a View or Table

Choose View or Table w

The left side of the CP-EAR Main Menu also include&et more help’ link that brings the user tatabase
Content Help’ window. From here, users may sel€gta@ss-Publication View and access descriptiorsoti the
Fields and the Views.

If at least one publication group is selected, Welwe ‘Get more help’ link is a ‘Publication Grougitop down
menu which lists all Publication Groups availaldghe user’s Editor Role. Selecting a Publicatiooup from the
menu imposes a filter on any report run, editedreated in that session that restricts resultkata from the
selected Publication Group. This menu contain®fiteon ‘All Listed Publication Groups’, which all@ithe Editor
to run a report against all publications in any [Ralhion Group that he has access to. For exarifgie, is restricted
to Group A, which contains Pub 1 and Pub 2, ar@rtmup B, which contains Pub 3 and Pub 4, then SetetAll
Listed Publication Groups'’ filters any report haswagainst Pub 1, Pub 2, Pub 3, and Pub 4.

Below the ‘Publication Group’ drop down menu is tReablication Group Details’ link, which brings thiser to a
window that lists the publications in the PublioatiGroup currently selected in the ‘Publication @rodrop down
menu.

Running an Existing Report
When the Editor clicks a report name from the nma@nu, the report will run and display the resuigea The
results page may be configured to display anylafahe following:

1. Achart — displays a graphical depiction of theada¢ing reported (for example, a bar chart, pietcbtc.)

2. A gauge (speedometer-style graphic) — used foashidoard’-type display of the data to help vis@aliz
critical performance data

A summary report — provides a high-level summarthefinformation being reported in a table format

4. A detailed report — provides a detailed displaghefinformation reported in a table format

Each element is configured on its own tab in thesiDn’ view. See the ‘Creating a New Report, oitiggl an
Existing Report’ section of this document for mar®rmation on these report elements.

CEditoriaI Cr}’roduXion
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Figure 11 —Sample Report with Chart
Accepted Submissions by Country

IRAN (ISLAMIC REFUBLIC OF) [ UNITED STATES
[ SAUDI ARABIA
[ CAMADA
I CHINA
Other [ IRAN (ISLAMIC REPUBLIC OF)
[ Other

UNITED STATES

Country Count{Manuscript Number)

[CANADA

CHILE

[CHINA

IRAN (ISLAMIC REPUBLIC OF)

pa[ra i [ra

Note: If Publication Groups are defined, when a repontrianually run from the Main Menu, the results are
restricted to data returned from publications ire thditor’s selected Publication Group on the CP-BA&n Menu
(in the Publication Group drop down menu on thé) léfno Publication groups are defined, the repisrtun
against all publications for the Business Publisher

When the results are returned, there is a toolbueaop of the page with options for the usee-tmail the report,
download the report, edit the report, or go bactheomain menu.

Figure 12 -Toolbar

B4 5] [ElReportiist | Aprint B @ (=] w] 2 @@ |Results;_,_f-‘f,_|_|_ v ! Design

« ™ _ Allows the user to e-mail the report resultanother user.

Note: If Publication groups are defined, the results mexmailed report are not restricted to the recipgs
Publication Group settings. The e-mailed repomus against the saved report’s Publication Groufefi

. 2] — Allows Editors (with ‘Schedule Reports’ perm@s) to create delivery schedules for a report. €Onc

saved, the report is automatically run againssthad report’s Publication Group filter (if Publice
Groups are defined) and e-mailed to the selectagiemts per the saved delivery schedule. Thertepo
mail can contain a PDF or Excel file of the report/or a deep link to automatically log into thetsyn
and view the live report results.

Note: When a report is accessed through %helVE_ REPORT_DEEP_LINK% the live report is run agains
an intersection of the publications in the PublioatGroup filter saved with the report and the riegg’s ‘Al
Listed Publication Groups’ (the publication groust the recipient has permission to see).

. The E Report List’ option returns the user to the Cross-Publicak#dR main menu.

e There are a number of options available for dowditogithe report results:

o & Print — Prints the results to a PDF file. When theiileeady, a dialog box displays allowing the

user to save the PDF to disk or open and primbihédiately.
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0 5‘_’“] — Downloads the results in comma separated val&&/] format.
o ¥ _ pownloads the results in OpenOffice documenti§Xormat.
0 Igl — Downloads the results in Microsoft Excel format.

0 @ — Downloads the results in Microsoft Word format.

o £l_ Downloads the results in an XML document.

0 @ — Downloads the results in Rich Text Format (Rftfjnat.

* The Results filter allows users to limit the numbé&records displayed on the results page. Thosilshbe
set to ‘All' to ensure that all data is returndahugh the number of rows presented may be limaed 1.0,

100 or 1000.
Figure 13

o | 3 EReportList | ¢ Print @ A @ @ %] @ | Results| All  |w| (F Design

Pivot| Initial Date Submitted | LZroap Year) ]0 v

* ide Filters  Add Field| __ 1330 lete Field | v | | 2 Update Results

Filter Field Cperatcr Value(s) Elank

2 | Editorial Status ~||Isn't Like v |remove O B8B=%t
3 |Initial Date Submitted ~||In Time Period +||In The Past v O B2+t
4. > o O 8=+

Reports are usually limited to certain data sats¢kample, submissions in the current year) uBiligrs. The
report designer decides whether the filter canfHaanged when the report is run, for example to chdhg date
range that the report covers. If the report coistai Filter that can be changed when running thertethe Filter(s)
display at the top of the report results page (aimo the way ‘Search People’ works). The Ed@an change the
filter temporarily (for example, change ReviewensDate — In Time Period — In the Past, to RevieBtep Date —
In Time Period — Previous Year).

Figure 14 —Filter Results

5 5 [Ereportlist | et B @ [m=] W] | | Results | All % {7 Design
“* Hide Filters  Add Field | __ v | Delets Field | « | | & Update Results
Filter Field Operator Value(s) Blank
1| Initial Date Submitted * || In Time Period + || Current Quarter viO B2
9| | il Current Quarter - =
Previous Quarter 0o a =1
Current Year
Previous Year
[ Show Filters In Report Description Current Month
Require | ... + | Parameters in Viewer Previous Manth
Current Week
Filter Legic |Ex:{1 OR 2) AND (3 OR 4) Previous Week
Today
Yesterday -
Submissicns per publlcatwe Future eriod: Current Quarter
n The Pas
Next & Last 30 Days
200.00 Last 30 Days
Last 7 Days
2
S 150.00
4
5
100004 ]
5
E
E  50.00+ 1
=
-]

To see the results with the change applied, theoEdiay need to click the ‘Update Results’ button.

Figure 15 —Update Results Button

ElReportlist | (Fherint = A (8] W] g | Resdlis| All | ¢ Design
* HideFiters  Add Field | ~ | DeletzField| ¥ | 'Update Results
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The Editor may also use the ‘Add Field’ and ‘DelBteld’ drop-down lists to temporarily add or deldields to the
information displayed in the report results, foample to add an additional piece of informationobef
downloading results. The ‘Add Field’ drop-downplasys all fields in the View from which the repavas created.
The ‘Delete Field’ drop-down displays the fieldsreuntly selected to display on the report (fieldested on the
‘Fields’ tab when the report was created and agigdi added by the Editor using the ‘Add Field’ chdgpwvn).

NOTE: Not all fields available in the ‘Add Fieldrop-down may be applicable to the report as design
NOTE: Adding or deleting a field in this way afte¢he detail report results only.

If the Editor wishes to permanently save the nguorelayout, the Editor must click th®ésign’ button (the
changes are retained) and then click @ve’ button to re-save the report with the new setetd;j or click the
‘Save As’ button to save the report under a new name.

NOTE: Some reports may be saved with a permigkiaindoes not allow other Editors to save chan@es the
‘Tab 6: Misc’ section of this document for moreanhation on report permissions.

NOTE: Fields added or deleted are displayed tearpgrand are discarded in the event tReport List’ buttons
are clicked. To retain changes to use the modié@art again and again, users must click Besign’ button,
and thenSave’ or ‘Save As...".

F|gure 16 —Saving an Edited Report as a New Report

Diata Sources H Fields ” Summary H Chart H Gauge || Misc ” Style H Filters H Preview |
[Elreportuist | ey beysave ffsavess.. et sl | B @ (=] @ 2 &G |Remlmi.m.v__! [

Records !- |

Fleld Descripticn Sort VG A Functien Format

ArllcleTg.pe .V:EEAmc\eType [ ] DI- ¥l va & Tl
;_Manuscnpt Number E:Manuscr\pt Numberl o |:|| V;:_._._ Va = 53]
;_Rewsmn Number Revision Number | E] E I:|| V: 0,000 va & Tl
tC;aymry C.,U,“”,W | Input report name R -
iiFma\ Decision Date Final Decision Date: ;New Report | k Date v BEsat
_F\_na_\ @is-p-'?-s.f}-{i.?n:-rér-r'j-- = Tbmpné;{"m TE: Manua\ Slandard (r:;ptoer?suw v/ v Brmal
[ [ ' [0K] [Cancel] R

[[] #dd Subtatals

Quick Add Add Pivot Centinue to Summary Preview
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Creating a New Report, or Editing an Existing Repot

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

e Create a new report by clicking the Create Repktffom the Cross-Publication Enterprise Analytics
Reporting main menu.

« Edit an existing report by clicking the ‘Desig-_-_ﬂ con next to the report name on the menu, or by
clicking the ¥ Design’ button from the report results page.

Note: When an Editor creates or edits a report, the Redilon Group that was selected as a filter when the
‘Create Report’ link or pencil (‘Edit’) icon wasicked is applied to the report and saved withfithe report was
previously saved with a different Publication Grdilfer or by a different user, the Publication Gxp filter is
overwritten by the latest user to edit the report.

Reports are created with the following basic steps:

e Select the reporting view that contains the desimémrmation. NOTE: Cross-Publication EAR contain
only views, not tables, and does not allow more thiae view to be joined.

« Define one or more elements for displaying the d&aports can contain a detailed report, plusather
supporting summary, chart or gauge. Each elersegunfigured on its own tab in the ‘Design’ viewdan
can be configured to display in any order in thmoréresults.

« Define the filters required to limit the data resuketurned in the report.

Note: The number of returned rows is limited to 10,00fbas all publications. Use the filtering capabés to
limit the results to fewer than 10,000 to ensuia hcomplete results set is returned.

e Format the report and provide titles and descnijgtio

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

« Data Sources — Select your data source (view) flenavailable list. This is a required step.

* Fields — Select, change, or remove the fields tdifglayed on the Detailed Report. Available fietde
those included in the view selected on the ‘Datar&es’ tab. When fields are selected, each dispdaya
column on the Report, though they can be visualtyped and summarized into more complex layouts.
This step also allows complex grouping, arithmatid Pivot Table functionality to be applied to tsa.
This step is optional, though at least one of the key areas (Fields, Summary, Chart, Gauge) baist
configured for a report. Each of these four ais@sdependent, with separate field selectionsarh.
This tab provides the most options for summarizing formatting text data.

e Summary — Select the fields to be displayed orSilmamary Report. Available fields are those inctude
the view selected on the ‘Data Sources’ tab. ihé optional step, though at least one of the key
areas (Fields, Summary, Chart, Gauge) must begumefil for a report. Each of these four areas is
independent, with separate field selections foheac

« Chart — Configure a chart to display informatioarically, in a chart format selected from plot, gge,
trend, funnel. This is an optional step, thougleast one of the four key areas (Fields, Sumnt@ingyrt,
Gauge) must be configuréar a report. Each of these four areas is independvith separate field
selections for each.
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* Gauge — Gauges can be used to build ‘dashboard’digplays and help users visualize critical
performance data. This is an optional step, thaidbast one of the four key areas (Fields, Summar
Chart, Gauge) must be configured for a report. hieddhese four areas is independent, with sepéiedte
selections for each.

 Misc — Add a Report Title, Report Description, Regéeader and Report Footer (if desired). Thsl$®
where permissions are determined (whether thistsaaed report, available to all users, etc.).sThan
optional step, though it is recommended that a #itld short description be entered for the repdate
that the Summary, Chart and Gauge sections mayhalsotheir own (sub)titles, entered on the respect
tabs.

« Style — Change the colors of the report, the disptaer of the elements (Detail Report, Summarydrep
Chart, Gauge), and other layout elements. Thasisptional step.

»  Filters — Use this tab to set up selection critesidefine which records will be returned for thmtiee
report. For example, use this tab to set up sieeloifate ranges for a search, or to limit a refmoa
specific term (such as a specific Editor decisenmi). Filters defined here apply to all four tyjpdés
layouts included (Detail, Summary, Chart, Gauggjis is an optional step, though most reports will
require one or more filters to exclude unwantecd#tilters can be further configured as ‘Paranséter
which can be changed when the report is run.

e Preview — This tab allows the report results twiegved during the design process, without leavirg t
report design interface. Each tab also has a i@néwbutton that brings the designer to the ‘Prewitab.
When Preview is clicked, the first 1000 resultsdisplayed by default. The report designer caatrdee
Results drop-down to ‘All’ if desired.

Figure 17 —Report Design Toolbar

Data Sources

Fielde H Summary ” Chart ” Gauge ” Misc || Style H Filters |

[Elreportlist | Mew lysave fdsavess.. hernt sof | B B [=] [w] g | Results| 1000 v|

Preview I

Below the row of tabs is the report designer tootimntaining some additional items not displayedtenReport
viewer toolbar:

« . New- Allows report designers to create a new report.

. H Save — Saves changes to the existing report underatme fiame.
NOTE: This button is not available for all repgdach as a standard report. It is available lfor a
users where a report is saved with ‘Full Accessimpgsion. See the ‘Tab 6: Misc’ section for more
information on permissions.

. H Save As... — Allows the report designer to save a copy ofréport under a new name. To save a
modified version of a standard report; click t-¥ ‘Design’ button, make edits, then use this button to
save a copy.

SO _ Allows to the report designer to download thd_S@ery for the report as a text file.

All other buttons function as on the view repoxlbar.

Each tab of the report design process allows thertelesigner to configure aspects of the repldt every tab is
required to create a successful report, thougtetheeds to be at least one element of the repofigcoed (Fields,
Summary, Chart, or Gauge) in order to see anytseeulthe page.
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Tab 1: Data Sources

When creating a new report, the ‘Data Sourcesidaelected by default. This tab is where the megesigner
selects a reporting View (a pre-joined set of dasattables) from the list of available Views. Tigscontains a set
of Cross-Publication Views similar to the singlebpcation Views available in ‘Custom Reports’ ate single-
publication EAR. Only one View can be used f@iaen report.

« NOTE: Some views are available even if the pulibeeis not using the feature (e.g. Production Kireg
Views are available). These Views will not contaity data if the publications are not using théuiea

This is a required step. The report designerwatibe able to access the other tabs to desigrepuet until a view
has been selected.

Figure 18

‘ Data Sources [ Figlds || SummarylH Chart ” Gauge ” Misc ” Style ” Filters || Preview-[

|Rﬂp0rtList | IMew HSave HSaveAs... =4 Print ol | I%} =] @ @ _gj |Resu|tsf1[][][] v'

Please choose a Viiew or Table

Choose 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 & Author Questionnaires Vi

If the report designer is editing an existing reépaView will have already been selected on thea[Bources tab.
This selection can be changed by selecting a difte¥iew from the drop-down.

NOTE: Changing a view may affect the Fields, Sumyn@hart, Gauge, and Filters tabs.
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Tab 2: Fields

After selecting the View from the Data Sources thb,report designer clicks the ‘Continue to Fieldgton or the
‘Fields’ tab to move to the Fields selection padéis page is where the report designer selectdhs that will
be used for the detailed report.

The detailed report displays in a spreadsheettdikie, listing the selected fields (one field pelumn), but the
detail report allows much more complex analysiguigh:

e Visual Grouping, splitting the detail report intaultiple tables, grouped under selected ‘visual ptdields

« Functional Grouping, permitting a subtotal functtorbe applied to data under a group (this is mecty
linked to visual grouping)

< Arithmetic functions, allowing simple functions @itlon, subtraction, multiplication, division) leten
two adjacent columns in the report.

TIP: Use the ‘addition’ function to concatenat®tigxt fields into one column, such as “Author Firs
Name” and “Author Last Name”

« Pivot Table functionality, allowing records to begped, with groups displayed as columns. Combined
with Functional Grouping above, allows a ‘cross-tthle of report, with two sets of groups arranged
rows and columns and a summary value (e.g. ‘Colkierage’) displayed in the intersecting cells.

Figure 19
Data Sources ]J Fleldsu Summary ” Chart ” Gauge l Misc I Style " Filters " Preview l
[ElReportlist | [INew kJsave [dsaveds.. Frint sol | B @ [=] W] [g) | Results| 1000 |+

Records

Field Description Sort WG A Function Format

Article Type ~  |Article Type O gogdj.. ..
W O OO0 v

<

<
X X]
lig

E

l4
4l gl
.
+“—

[]Add Subtotals

Quick Add Add Pivot Continue to Summary Preview

The ‘Records’ box allows the report designer tatlitne number of results that are returned in tle¢aid report.

NOTE: In most cases, the report designer willwait to limit the number of results, in which célse Records
box should be empty.

This ‘Field’ selector contains a drop-down listadifthe fields that are available from the Viewestéd on the Data
Sources tab. The report designer can select aluydontained in this View from the drop-down ligthe
description entered in the ‘Description’ field wilisplay as the column name on the report, butépert designer
may replace the text that displays if desired.edately, use the ‘Quick Add’ button to add morartione field at a
time (see below for more information on this bujton

NOTE: Every View available for Cross-PublicatioAR contains a field called “Publication Code”. Uhkeés field

in reports to distinguish which publication eackulerow is pulled from.

The designer then has several checkbox optiondi$ptay and manipulation of the values in the field
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« Sort — selecting this checkbox sorts the repotltedy the field’s value. The default sort isersding. To

change the sort to descending, the report desigost click the Advanced Field Settings ic and
select the checkbox Sort (z-a) from the Advanceld fsetting popup.

Figure 20 —Advanced Settings popup display

Descriptid  Hide this field O

v | |Correspo Sy a LIl

= Italic O v ==
Bold O

Previd Width
Label Justification B]
Value Justification O
Subreport hd
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

e VG (Visual Grouping) — selecting this checkbox ezuthis field to be displayed as a sub-header@n th
report, and all results related to the sub-headeslaown underneath. Selecting multiple field$ reibult
in the data grouped by sub-heading of all fieldhWIG checked/selected. Each possible combination
values from the selected fields is displayed agfardnt sub-header. Example: A report listinggdi
disposition term and publication code could be aflyugrouped by the publication code field. Each
publication code will show up as a sub-header errdisults, with all the final disposition termgfiat
publication listed underneath, followed by anotbeblication code sub-header with final dispositicets.
Visual Grouping automatically sorts by the fielddested.

Figure 21 —Sample: Visual Grouping Setting
Data Sources ” Ficlds “ Summary " Chart ” Gauge ] Misc [ Style " Filters ” Preview I
[ElReportlist | [Ivew [Jsave [rJsavess.. Grint sal | E) @ [=] W] (g | Result| 1000 » | B4 T

Records

Field Description Sort VG A Function Format

Publication Code ~ | |Publication Code [ Group ... = E R

Final Disposition Term ~ | |Final Disposition Te [ O] Group vl .. v 2]

First Decision Term + | |Count(First Decisior] [J] [ [J| Count ~ | 0.000 vE* Sl
v [ |- vB* %

[ Add Subtotals

Add Pivot Continue to Summary Preview
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Figure 22 —Sample — Visual Grouping Results

54 7] [Elreportust | Fpint B B [&] W] Q) f@ | Resubs| Al v| 7 Desion
= Show Filters Add Field # | Delete Field | w| | & Update Results
|AMYDEV 100
al D fon Terma Count(First Decision Term)

[Accept 291
Reject | 174|
withdrawn | 28|
JINGLEDEV 100

Final Disposition Termi ‘Count(First Decision Term)
Accept 4
Reject 5
[Transfer 3
withdrawn 2

* A (Arithmetic operation) — selecting this checklalows the report designer to perform addition,
subtraction or division of two adjacent fields. ghthe box is clicked, an arithmetic operator (sagh)
will appear. To change the operator, continuekilig in the box. Set the operator on the secagld fn
the desired equation. Place the desired desariptiche first field. The results page will digptae first
field’s value [+/-/*/+] the second field’s valudn the standard report ‘Submission Turnaround Times
Editorial’ (example shown below), the subtractiggemtor is used to calculate the number of daysselth
between dates (such as the number of days betwéih Date Submitted and First Decision).

Figure 23 —Fields page, displayed with Arithmetic Operator sefed

Data Sources l Fields ” Summary H Chart H Gauge ”‘m[ Style H Filters ” Preview {

[Elreportiist | [new  hofsave ffsavess.. et sol | B} B & W] 2 & \ResuIE:mUU_V_i 2 |

RECGFdT-

Field Description Sort VG A Function Format

:F'ublication Code V Publication Code F. ¥ |:|E:Gr0up v viB>» 31
| Manuscript Number [MsNumber | 01 0 01 Group B[ DEETE:
:Initial Date Submitted V Received (B ®|\ DE:Group v :Short Date va S o S
| Date of First Decision v]|First Decision | 1 1 (1 Group vi[shotDate  ¥|E & % % 3
:Final Decision Date V Final Decision o o DE:ESroup v :Short Date va SN o
|Date Final Disposition Set v |Final Dispositon | 1 1 (1 Group vi[ShotDate M| & % % 3
[Initial Date Submitted ¥|[Rec.-1stDec. |0 O DEHDF 2 oid |- > R -
[ o 1 10 OEbamos wEs et
[ Initial Date Submitted ¥|[Rec-Fin.Dec. |0 O O] Days old 9[- < R -
F|na| Qépjéioqba}g V TE ® EI Days Old Vf;.:_. va £ e B
[ Initial Date Submitted ¥|[RecFin.Disp. | @ [ M|Days Oid |- > ERCE -
| Date Final Disposition Set L]l |0 D E[pays oid. B[ MEs =l
[initial Nate Submittad v|[pac et Nar | 0 1 =1 Dave o <l [ Pl > B+ s

The report designer may also use a Function ortRveummarize and analyze the data.
There are two main types of Function:

» Group functions allow the report designer to spettie way the data is to be arranged for applying a
summary function.
NOTE: Grouping rowsaggregates the data from mialtipcords into a single row. For example, if fessu
are grouped by Article Type without including Mantipt Number, one row would be returned for each
Article Type configured. To see a count of themsigsions per Article Type, an additional field tsatits
the results down further, such as Manuscript Numdgadedmust be added, and a summary function
applied to that field. Summary functions providétetals, averages or other summaries within the
specified groupings.

( Edltorla® I ( NF’rodquon
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As an example, users may wish to have a reporstimtly lists a count of submissions, with one égiType per
row in a simple table. Selecting the ‘Group’ fuoaotfor the ‘Article Type’ field will return one n per Article
Type in the results. To then have a count of hamyrsubmissions are assigned each Article Typegeihert
designer would select a summary function (suctCasint’ function on Unique Document ID), to get ttmunt to
display for the Article Type group.

Figure 24 —Sample Report Criteria

Data Sources [Fields “ sSummary ” Chart " Gauge l Misc [ Style ” Filters

[ Preview l

[Elreportlist | [new hJsave bdsavess.. Seint sul | B B [=] @] 9 |Results|1[][]0 VI
Records

Field Description SortwG A Function Format

[Publication Code [=|[Publication Code  ® = 7 [Group =l B K
| Article Type | larticle Type C T 1 [Grouwp =l = EXCE-
| Manuscript Humber | [countiManuscript N T 7 [Count x| [0.000 FB w4l
[ = (R ) ol =[- B RS

[" Add Subtotals

Quick Add

Add Pivot | | Continue to Summary | | Praview

Figure 25 —Sample Results of above report

Data Sources Fields Summary Chart || Gauge Misc Style Filters || Preview
[Elreportlst | [JNew ffsave pfsavess.. Frint sl | By & (%] W] (&) @ | Resuts [1000 >
Count{Manuscript Number)
|AMYDEV 100 Rapid C: icatic 25|
|AMYDEV 100 [Co-Authors Register & Verify on Revision 2|
IAMYDEV 100 Publisher Gets Files All Checked 4
|AMYDEV 100 [Ed/Pub Conference Submission 3]
IAMYDEV 100 "Rapid” Review's Bill Chedk & Waiver 362]
[amMYDEV 100 [Everything Requried 1
|AMYDEV 100 [No Auto Promote 2
|AMYDEV 100 ling Author Only Verify 23]
|AMYDEV 100 Mo Files Checked for Publisher —l<
|AMYDEV 100 [Invited Editorial 39|
|AMYDEV 100 [Editor/Publisher Only 24
|AMYDEV 100 ICo-Author Verify on Revision 2|
[amMYDEV 100 Review-CC and Request Waiver 2|
|AMYDEV 100 lInvited Artide Type 40
IAMYDEV 100 ILetter to the Editor -CCOnly w/ Paypal 19)
|AMYDEV 100 [Co-Author Verify New Submission 4
IAMYDEV 100 [Original Study 6
|AMYDEV 100 [Co-Authors Register & Verify-Author Qu 2|
IAMYDEV 100 [Case Report-Every Author Question 26|
|AMYDEV 100 M(k&d Fast Review 20
|AMYDEV 100 lInvited Editor /Publisher Use Only 1]
|AMYDEV 100 |Commentary 16|
|AMYDEV 100 Hidden Offiine 1]
|AMYDEV 100 [Original Study-All 4 Payment Methods 251
[AMYDEV 100 (General 4
|AMYDEV 100 [Conference Submission 13|
|AMYDEVS2UDB lLetter to the Editor 0]
WINGLEDEV 100 [Original Study 136|
PINGLEDEV 100 |Annual Meeting Abstract 3
WINGLEDEV 100 Fees And Payments 0
PINGLEDEV 100 |Commentary 7|
|JINGLEDEV 100 M\ Secondary Stuff 2|
WINGLEDEY 100 lLetter to the Editor 4
|JINGLEDEV 100 [Editorial 3]
WINGLEDEY 100 Special Issue Artide 3
PINGLEDEV 100 [Rapid Communication 14|
[UDB_TEST_DB [Original Study 1]
L]
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NOTE: The values available in the ‘Function’ drd@an box depend on the type of field being dispthye

0

If a text field is selected, the choices included@ [group the results by this value and show all
unique results], Count [count the number of reswulth a value in this field], and Count Distinct
[count the number of results with a unique valuthis field, eliminating duplicates from the count]

If a date field is selected, additional choicesadded; for example Group (Day) [groups results by
day], Group (Year) [groups results by year], GréMpnth) [groups results by month], etc.

If an integer/numerical field is selected, the cesiinclude: Average [calculates the mean avevhge
the values], Maximum [displays only the maximumugd) Minimum [displays only the minimum
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value], Sum [sums the values], Sum Distinct [inceats the count once for each unique value,

ignoring duplicates], etc.

e Itis not necessary to select anything from thention’ drop-down box, however, if ‘Function’ isex for

any field, a selection must be made for all fields.

Similar summary functionality is provided by thev@i functionality described below.

The ‘Format’ drop-down box is used to determine tba/field will display. Example: A report coube designed

using ‘First Decision Term’ field with the ‘Counfiinction and with the Format set as ‘% of Grouptiwi
rounding)’. Another row with ‘First Decision Terragain using ‘Group’ function (to show the texitloé term) can

be added, along with a third row of ‘Manuscript Neeri using the function of ‘Count’. Combine thisthva Filter
set to ‘First Decision Term’ ‘Isn’t Blank’ (to exatle submissions with no first decision yet), arerisults display
each Decision Term, and the percentage of totat Biecisions represented by each term. When pietres run,

the first field row displays as a column with thergentage for each decision term, and the secelwrfiw displays

as a column with the decision term listed.

Figure 26 —Sample report as described above

[ Data Sources ” Fields “ Summary ” Chart ” Gauge ”m[ Style ” Filters H Freview l

[ Add Subtotals

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

Records| |

Field Description Sort VG
|First Decision Term leount[First Decisior ¥ [T
|First Decision Term x| [First Decision Term 7 I
|Manuscript Number leount[Manuscr\pt N
- = -

[ERreporttist | [Jnew [)save ffsavess.. Hrint sul | B @ (=] W] g |Resulis|A|| 'I

A Function

I~ | Count

=|[% of Group (witt ~| E3

+l

I~ | Group

4l

I |Count

|l

.

+l

=
1
%1
=

Figure 27 —Results of this configuration. Example: the firstettision “Revise” was 30.9 % of total first decis®n

across all publications

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

0.1%|Accept Pending Language /Content Editing by Editor

[Ereportist | [new fysave pfsavess.. it sal | B @ (=] W] 2 | Results [AI =]

Count{Frst Dedsion Term)i First Decision Term

Count{Manuscript Number)

0.2%|Editor Dedsion-Accept w/ Revision (Vwpts & Ltrs

0. 4% [Reject/Transfer

0. 4%|Editor's Decision-"Revise with changes”

[ e I TN

0., 4%|Editor Dedsion-Accept w/ Revision (Vwpts & Lirs)

1.0%|Editor's Having Bad "Day-Reject

10, 4%:|Accept with Minar Revisions

20.1%|[Reject

161

30.9%[Revise

254

36, 2%|Accept

297|

To split out the First Decisions by PublicationddaBublication Code’ to the Fields tab.

Confidential — Subject to change — Copyright © 204%es Systems CorporationPage 4«

C\Editorial

roduXion




Enterprise Analytics Reporting
Version 12.1 — 12/2015

Figure 28 -Example: now the First Decision is shown per Puldiion Code.

[ Data Sources H Fields ” Summary ” Chart ” Gauge l Misc || Style [ Filters ” Previaw}
[Ereportiist | new Lfsave hJsavess.. Grint sol | B @ (=] W] 2 B | Resuls IA” =
Publication Code Count{Frst Decision Term)i [First Decision Term Count{Manuscript Number)

UDE_TEST_DB 0.1%|Accept 1
[AMYDEV 100 0. 1%:|Accept Pending Language/Content Editing by Editor 1
[AMYDEY 100 0.2%:|Editor Decision-Accept w/ Revision (Vwpts & Lirs 2
[AMYDEV 100 0.4%:|Editor Decision-Accept w/ Revision {Ywpts & Ltrs) 3
JIMNGLEDEY 100 0.4%:|Reject/Transfer 3
[AMYDEY 100 0.4%|Editor's Decision-"Revise with changes”™ 3
JIMGLEDEVY 100 0.6%|Reject 3
[AMYDEV 100 1.0%|Editor's Having Bad "Day-Reject 8
JINGLEDEV 100 3.4%|Revise 28
JINGLEDEV 100 9.0%|Accept 74
[AMYDEV 100 10.4%:|Accept with Minor Revisions 85
AMYDEV 100 19.5%|Reject 156
AMYDEV 100 27.0%|Accept 222
AMYDEV 100 27.5%|Revise 226

e The values in the ‘Format’ drop-down box dependrentype of field being displayed and the function
selected.

* A selection does not need to be made in the ‘Fdranap-down box.

TIP: The [...] option will not apply any special foatting to a field, normally resulting in the defsformat of e.g.
1,000 for integers and counts.

The following icons are displayed to the right loé tFormat’ drop-down box:

Q — Deletes the field row from the selected list

. “ _Inserts a field row below the current row
“ .
« = —Inserts a field row above the current row

. %+ — Advanced Field Settings: Opens a popup winditlawang additional parameters to be
selected. As mentioned, this is where the Editor change the sort order from ascending to
descending. See below for additional informatiarttas popup.

. 1 - Change Field Order: Clicking this icon and hogddown the mouse allows the report designer
to drag the field above or below other fields, bhage the field order.
NOTE: This functionality may not be supported Hybaowsers.

The Advanced Field Settings popup contains a numbsettings that can be designated for the spef#fid (row)
rather than the report as a whole.

( MEditoria@I ( ﬁ?roduXion
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Figure 29 —Sample view of Advanced Field Settings popup

Descriptid  Hide this field O

~ | |Correspol S 0 LIl

= Italic O v ==
Bold O

Previg Vidth

Label Justification B]
Value Justification O
Subreport hd
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:

* Hide this field — allows the field to be hiddenritdhe reports. An example may be if the resukstartbe
sorted by a field, but that field is not required the report results.

e Sort (z-a) — when a field is used for sorting aorépthis option allows the sort order to be chahfyjem
ascending to descending.

e ltalic — displays the results in this column ifiga
e Bold - displays the results in this column in bold

¢ Width — allows the report designer to designatixedfcolumn width in pixels.
NOTE: If the Width entered is narrower than thegth of the column label, the column label widthl wi
take precedence.

e Label Justification — sets whether the column lalalee Right, Middle, or Left justified. The defaisl
Middle. Clicking the box rotates through the opso

* Value Justification — sets whether the values éndblumns are Right, Middle, or Left justified. &h
default is blank, which left-justifies text fieldsd right-justifies number fields. Clicking thexomtates
through the options.

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

e Drill-Down Style — Used in conjunction with the ‘Breport’ option above. This feature is not
recommended for use with Cross-Publication EAR repo

« Url —used to link to a specific page in the systerhis field is typically not used.

*  Subtotal Function — used in conjunction with theldASubtotals’ checkbox (see below) to change tpe ty
of subtotal seen, or to turn it off completely éospecific column. For example, selecting ‘Couwvit!
count the number of results, whereas selectinghEBistinct’ counts only unique results (not couti
duplicates more than once).

( MEditoria@I ( ﬁ’roduXion
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* Gradient Cells Shading — used to shade cells émradte gradiants. This field is typically not used

« Text Highlight — defines a color in which the radelxt displays, such as ‘green’ or ‘blue’. Simplées
can be applied to make this conditional — for exi@miyping ‘0 to 5:Red’ highlights cells with those

values.

e Cell Highlight — defines a color in with the celidkground displays, such as ‘red’ or ‘yellow’.

e Value Range — allows the substitution of a valudnwext. For example, to easily identify all susgidons
where the number of completed reviews is < 2, @pthe values of 0 or 1 with text on the reporhsas
‘Needs additional Reviewers’. Combining this witkell highlight of ‘yellow’ might produce results

resembling the following:

Figure 30

[ Data Sources ” Fields " Summary " Chart " Gauge " Misc " Style " Filters lm

Meeds additional Reviewers

[Elreporttist | [Inew kJsave bdsavess.. Sheint sol | By & 2] W] 2 & |Results|A|| 'I B4 [T
Count{Review Complete) Manuscript Number¥

[TEST-101

8

DEMOS97

11

CTESTS0-D-05-010

5

CAROLIMNETEST92-D-12-00004

CARCLINETEST91-D-11-00002

CAROLIMNETEST73-D-09-00010

CARCLINETEST72-D-09-00007

3
3
8
2
2

CAROLINETESTZ1-D-09-00005

CAROLIMNETEST/1-D-09-00001

MNeeds additional Reviewers

CARCLINETESTS1-D-08-00021

CAROLIMNETESTE1-D-07-00007

CARCLINETESTS0-D-07-00037

CAROLINETESTE0-D-07-00006

CAROLIMNETESTE0-D-07-00005

CAROLINETESTE0-D-07-00004

9
8
2
J
5
2

CAROLIMNETESTE0-D-07-00003

MNeeds additional Reviewers

(CARCLINETESTA0-D-07-00002

8

CAROLINETESTE0-D-07-00001

—

0

CAROLIMNETESTS0-D-06-00021

The checkbox ‘Add Subtotals’ allows the report dasr to automatically add subtotals to the bottémmach report
column that contains numbers. Click the ‘AdvanEed Settings’ icon next to each field that wié bubtotaled to
further refine how the subtotal will be calculategsing the ‘Subtotal Function’ field (e.g. Count, @t Distinct,

etc.), or to suppress the subtotal for that field.

The following buttons display below the field grid:

1. Quick Add — opens a popup window listing all avialéafields allowing the report designer to select
multiple fields at once. Hovering over the fielame displays the entire name of the field.
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Figure 31 —'Quick Add’ Example

Misc || Style || plagse select the fields you'd like to add to your report.
sl | B &

Cross-Publication Authors & Submissions View

Abstract Fax Number
Descripti g . . 0 : L
[] Actual Cnline Publication [] Final Decision Date
v Date Ea - o

F Address Line 1 F Final Disposition Term

F Address Line 2 F First Author Degree

[] Address Line 3 [] First Author First Name

[] Address Line 4 [] First Author Last Name

[] All Authors [[] First Author Middle Name

[] Alternate Address End Date [[] First Decision Term

[] Alternate Address Start [] Initial Date Submitted
Date

[] Article Title [] Institution

F Article Type F Journal ID

F Author Stop Date F Manuscript Geographic

Region of Origin

F City F Manuscript Notes

F Conference Name F Manuscript Number

F Conference Presentation [] Page Range
Date

F Conference Presentation [] Parent Manuscript Number
Sequence

F Conference Presentation F People Notes
Type

2. Add Pivot — allows the report designer to add adiitaahal level of grouped and summarized informatio
to the report.

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

« When adding a Pivot, the group values are displayedlumns rather than rows, with the
summary displayed below the column.

Figure 32 —'Add Pivot’ example
[ Data Sources ” Fields ” Summary ” Chart " Gauge l Misc I Style ” Filters l

[Elreportlist | New [fsave bfsavess.. et sol | B @ (%] W] 2] &R |Resu|is|AI| VI
Recurdsl

Preview l

Field Description Sort WG & Function Format

| Publication Code j IPubllcatmn Code ¥ T |Group j [... j B354

| Article Type | |article Type T Group (- [ i -
[ =l r ol =l FB8s w1
2dd pivet columns for [Initial Date Submitted j using [ Group(Year) j function

Calculate cell values on [Manuseript Number (] field with [Count =|functionand [ =] format.

[ Add Subtotals

Quick Add = Remove pivot | Continue to Summary | | Preview

» First select a field in the “Add pivot columns faifop-down.

» Select a grouping function (as described in theckon section above) to apply to this field. The
available options are dependent on the selectit fla the above example, the Initial Date
Submitted will be grouped together by year, so thate will be one column displayed for each
year.

C\Edltorlal CN\Froduan
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« Select afield to be used in the calculation, thelect the function to apply to that calculatiod an
the format to be applied to the results.
NOTE: For Cross-Publication reports, Unique DocaotiB is not unique across all publications,
so Manuscript Number is suggested as a replacement.

For example, in the Article Type grouping examgee, in addition to selecting the Publication Code
and Article Type as Fields and applying the Graumcfion to each of them (which creates a repoit wit
each Publication Code and Article Type as a sépaoav), selecting Initial Date Submitted under the
‘Add Pivot Columns for’ with a Group(Year) operatidhen selecting the ‘Manuscript Number’ field lwit
the function ‘Count’ creates a report with one cotuper Year, showing the count of Submissions ef th
given Article Type that have progressed to the fpofimeceiving a manuscript number.

NOTE: The report designer needs to select at tassfield in the main table (or create a Summaggdrt
on the ‘Summary’ Tab), and the data will automalyche grouped by that category in rows plus the
selected pivot field in columns.

Figure 33 —Results display one column for each Year, with ainbof each Publication Code and Article Type
displayed in the left columns

[ Data sources | Fields || summary || Chart || Gauge | wisc | stvle || Fiters [Prewew}

[Elreportiist | rew pfsave bsaveas.. hpint sol | B @ [ ] |9 | Results [All =

publication Code Artide Type 2003 2004 2005 2006 2007 2008 2009 2010 2011 2012

[AMYDEY 100 [Editor /Pubiisher 0 o 0 o o 0 1 4 18] 4
JOnty

[AMYDEY 100 linvited Artice [} 3 10| 4 4] 3 4 E 1 1

|AMYDEY 100 loriginal Study 3 0 0 0 0 0 0 0 0 0

|AMYCEV 100 [Commentary [ 2 g pl [ 3 1 0 0 0

[AMYCEY 100 [conference [ [] 5 3 [] 3 1 p 0 0
|Submission

[AMYCEVS20D08 Letter to the 0 0 0 0 0 0 0 0 0 0
Editor

DINGLEDEV 100 [Commentary [ 0 0 0 4] 2 [ 0 1 0

DINGLEDEV 100 loriginal Study 0 0 0 0 73 1] 3 8 21 15

DINGLEDEV 100 [Annual Mesting 0 0 0 0 0 0 0 0 3 0
|abstract

DINGLEDEV 100 [Letter to the [} [] 0 0 [] 4 [} 0 0 0
Fditor

DINGLEDEV 100 Editorial 0 0 0 0 0 1 0 0 0 2

|UDE_TEST OB [originl Stugy i [ 0 0 [ i i 0 0 1

3. Continue to Summary — allows the report designgpotto the Summary tab. The report designer can
alternatively click on the ‘Summary’ tab insteadusing this button. See below for more informaton
the ‘Summary’ tab.

4. Preview — clicking this button generates a prewiéthe report results page, without saving the repo
The report designer can alternatively click thee\Rew’ tab instead of using this button.
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Tab 3: Summary

A Summary Report is a slightly simpler version loé Details report created on the Fields tab. biser¢éport for a
simple list of submissions, or to apply groupingsammary functions to those lists for simple suld&t The
arithmetic, visual grouping, and Pivot functions aot available for Summary reports. This stegpigonal.

Figure 34
Data Sources || Fields ]_[ Surnrnary“ Chart [ Gauge l Misc [ Style ” Filters ” Preview l

[ElReportlist | [New jpysave pysave As.. HPrint sl | EZh) @ [®] @] 9 | Results | 1000 v | B4 [T

Title Records

Field Description Sort Function Farmat

b 0. || + B8

lig
4/l
<

“—r

[ Add Subtotals
[JAdd Deltas

Continue to Chart Preview

The ‘Title’ box allows the report designer to ergelitle specifically for the Summary Report. Thidl be
displayed for this summary, and may be differeonfithe general report title entered on the ‘Misdd.t

The ‘Records’ box allows the report designer tatlitne number of results that are returned in the®ary report.

NOTE: In most cases, the report designer willwait to limit the number of results, in which célse Records
box should be empty.

As with the ‘Fields’ tab, the report designer chemthe fields to appear in the summary report mgube ‘Fields’
drop-down list, adds a description, enables sof(iindesired), chooses a function, and select§dheat (see ‘Tab
2: Fields’ for full information).

Two checkboxes display under the field grid:

e Add Subtotals — When this is checked/selected osalstare generated for all columns that use nusnber
To ToTo suppress the subtotal for a given colummontrol the exact calculation of the subtotahafiven

field, click the ‘Advanced Field Settings’ icc%+  rfthat row and make a selection from the ‘Subtotal’
drop-down list. The report designer may also leleesubtotal choice at ‘Default’, and the systeithwge
the most logical subtotal for the field.

* Add Deltas — When checked/selected, the systenrgisethe difference between the value in one v a
the value in the next row in all columns that cimtaumerical values. Example: This can be used to
calculate the difference between the number of $sgiamns received in one year versus the followiegry

The following buttons display:

1. Continue to Chart — allows the report designeradaogthe ‘Chart’ tab. The report designer canralitely
click the ‘Chart’ tab instead of using this button.

2. Preview — clicking this button generates a previdihe report results page, without saving the repo
The report designer can alternatively click thee\Rew’ tab instead of using this button.

( MEditoria@I ( ﬁ’roduXion
Confidential — Subject to change — Copyright © 204%es Systems CorporationPage 5(. anager anager



Enterprise Analytics Reporting
Version 12.1 — 12/2015

Tab 4: Chart
This Chart step is optional, and is used if theoredesigner wants to include a chart or graph tithreport.

Figure 35
Data Sources H Fields H Summary ] Chart ]_[ Gauge l Misc [ Style H Filters H Preview l
[Elreportlist | [new Lfsave pfSaveds.. Serint sol | By & [=] W] |2 | Results| 1000 + | &4

Chart Type | Pie i

Title |Accept|Trend sions by Country Records

Label Cglm w | Function | Group ~ | Sort [] Sort (z-a) []
Value I\qurrmel Humber + | Function | Count | Sort [] Sort (z-a)
Separator | * | Function | ... A

Show Legend

Show As 3D O

Explode largest slice []
Show Percentage [
Show Value Labels  []
Show Slice Labels
Combine Bottom % |25

Chart Type Pie w
Target report W
Continue to Gauge Preview

The first step is to select a Chart type. Theofeihg types are available:

e Trend — displays a plot of the results in the shafeline graph.

* Pie —displays the results as a pie chart. Whi i®selected from the drop-down list, additiongtions
are available such as ‘Explode largest slice’ (s#pahe largest slice from the rest of the pi8how
Percentage’ (show the chart as percentages obtaldnistead of raw numbers), etc.

*  Plot — similar to Trend, but the individual resujdot points) are not connected by a line.
« Bar —displays the results as a bar graph. Additiparameters are available when ‘Bar’ is chosen.

« Funnel — displays the results in the shape of adltypically used for illustration a process whéems
fall in number as they progress through the worklo
NOTE: The results are not sorted by default, sordter to make this chart meaningful, the resuitauid
be sorted from largest to smallest.

Depending on which type of Chart is selected, &mftil selections may be configured for the chaiiese may
include:

» Title — allows the report designer to enter a til@ppear over the chart. This will be displaje@dhis
chart, and may be different from the general repitetentered on the ‘Misc’ tab.

* Records — allows the report designer to limit thenber of results that are used to build the chart.
NOTE: In most cases, the report designer willwait to limit the number of results, in which célse
Records box should be empty.
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Label — allows report designer to use the drop-dawselect the horizontal (X) axis labels (categ®yifor
the report
Value — allows report designer to use the drop-dtwselect the value that is being graphed.

Separator — displayed for some chart types. ffldiged, it allows the report designer to furthdvdivide
the results.

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

Show as 3D — shows each slice of a Pie chart in 3D.

Explode largest slice — shows the largest slice Bfe chart as separated from the other slices.
Show Percentage — adds % labels for each slicé>@ ahart.

Show Value Labels — adds labels to the values.ilée for a Trend chart and Pie chart.
Show Slice Labels — adds labels for each sliceRieachart.

Combine Bottom % - for Pie chart, allows the bottdmpercent of results to be combined into one pie
piece. Especially helpful when there are a Idabgls with one or two results.

Show Pareto — adds a cumulative trend line abdyer @hart, and adds a right axis with % of total
identified.

Stacked — results are stacked on top of each otbierad of side by side. Each value in the statikhaie
its own color.

Horizontal — shows the bars horizontally rathenthartically
Smooth — smooths out a trend chart (line graphdhabthe line appears curved rather than spiky.
Connect — connects the lines of a Plot chart, ngpktisimilar to a Trend chart.

Chart Type — a pie chart can be displayed as aiwl{like a pizza) or as a doughnut with a holéim
center.

Label Title (Bottom) — allows the report designeiatdd text for the horizontal label (X) axis.
Value Title (Left) — allows the report designerad text on the left for the vertical value (Y)saxi
Value Title (Right) — allows the report designeiatid text on the right for the vertical value (Xsa

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

The following buttons display:

Confidential — Subject to change — Copyright © 204%es Systems CorporationPage 5.

Continue to Gauge — allows the report designepttoghe ‘Gauge’ tab. The report designer can
alternately click the ‘Gauge’ tab instead of usihig button.

Preview — clicking this button generates a previéwhe report results page, without saving the repo
The report designer can alternatively click thee\Rew’ tab instead of using this button.
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Figure 36 —Sample Graph report showing Number of Submissiors ginal Disposition by Publication
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Tab 5: Gauge

This step is optional, and is used if the reposigiger wants to create a gauge (speedometer-tygre.cihe
standard Production Tracking report ‘Avg Days tax{pdete Production Tasks in selected Timeframe’ldispa
gauge on the results page.

Figure 37
Data Sources H Fields H Summary “ Char‘t]J Gauge ].[ Misc || Style H Filters “ Preview ]

[Elreportlist | [new [nlsaveas.. Sprint sol | B & EI e | Results| 1000 » | B4 [T

Title |Fastest Task Types |Results |12 Vl

Name | Submission Production Task MName Vl

Walue | Days between Submission Production Task Assignment Vl Function |Average V|

Sort |Day9 between Submission Production Task Assignment V| Function |A\aerage v| Sort (z-a) []
Minimurm |[] Maximum |40 |
Color |U%:CornﬁnwerElIue:1UU%:AIiceEIIue |

Gauge Style & padial ¢ Radial2 ¢ Linear

Target report| w Effect L

Continue to Misc Preview

Figure 38 —Sample Gauge report

M T Ereportist | Heint E @ e | Resuits _{ Design
* Hide Fiters  AddFieid .. | pelete Fiekd | v| | & update Results
Filter Field Operator Value(s) Blank
3 |Submwsa|nn Production Task Assignment Stop Date Vllln Time Period VH Previous Year V‘ O ﬂ E. ] I
[ ¥[ > O Bs%1
[] show Filters In Report Description
Reauire parameters in Viewer
Fikter Logic [Ex:(1 OR 2) AND (3 OR 4) |
Fastest Task Types
PAP1 Copy Editing Text Markup Request Artwork from Author
o . n\a n\ oﬁh
125 125 125 W 125 N
5 5 5 5
375 375 375 375
50 R 50 50 50
17.00 122.00 147.00 176.00
Format Manuscript Typsetting
n\x.\ n\-:
125 125
25 5
375 375
50 50
375.40 561.00

The following selections are available for configgrthe gauge:

e Title — allows the report designer to enter a fitlethe gauge(s).

@ ditorial (ﬁwrroduXion
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* Results — limits the number of gauges displayedk{mam of 12 gauges).

» Name — allows the report designer to select a lave¢he gauges from the list of available fieldaged on
the selected Data Source). In the example abbge\ame is ‘Submission Production Task Name’, where
each gauge will be labeled with the name of a Sebiom Production Task.

« Value — allows the report designer to select tHaevto appear in the gauge from the list of avéddields
(based on the selected Data Source). In the ab@mple, ‘Days between Submission Production Task
Assignment and Task Completion’ is the value, lih ‘Average’ function used to calculate an average
number of days for each Submission Production Task.

» Sort — allows the report designer to determine tvhésults (gauges) appear first based on the selsott
field. The default sort is ascending (smalledatgest), to sort descending (largest to smallestgct the
checkbox Sort (z-a).

e Minimum and Maximum — allows the report designed#termine the smallest and largest value shown on
the gauge.

e Color — allows the report designer to set differmrlbrs depending on values. The gauge will grdgual
change colors as it approaches the target values.

e Gauge Style — allows the report designer to sé¢fecappearance of the gauge:
1. Radial (speedometer style)
2. Radial 2 (alternative speedometer style)

3. Linear (ruler style)

The following buttons display:

1. Continue to Misc — allows the report designer tdagthe ‘Misc’ (Miscellaneous) tab. The reportidesr
can alternately click the ‘Misc’ tab instead ofngsithis button.

2. Preview — clicking this button generates a previdéithe report results page, without saving the repo
The report designer can alternatively click thee\Rew’ tab instead of using this button.
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Tab 6: Misc

The Misc step is optional. It allows the reporsideer to enter a Title, Header and Footer foréport. It also
allows configuration of “Share With” rights and thelection of a Drill-Down Key. This feature istno
recommended for use with Cross-Publication EAR repo

Figure 39

Data Sources ” Fields ” Summary ” Chart ” Gauge ]J Misc ]-[ Style ” Filters ” Preview ]

[Elreportlst | [New [Jsave EJsavess.. Seint s | B @ (2] ] ) | Results| 1000 |+ | B4

Report Header Image Justification:

Title
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Description
Provides a breakdown of submissions received in specified time pericd, by article type.

Header

=]

]

Footer

[El

Share With Rights
Everyone # || Full Access hd
Drill-Down Key | ... £
Continue to Style Preview

The following options are available:

» Title — allows the report designer to enter a fitlethe report as a whole. This is the title ttizplays on
the Main Menu.

< Description — allows the report designer to entexpeort description that is displayed underneathréport
title on the results page.

« Header — allows the report designer to enter adrehdt appears above the report Title on the tepalge.
« Footer — allows the report designer to enter agfotbiat appears below the last table of results.

e Share With — always set to 'Everyone'. For the E¥limplementation of the Cross-Publication EAR, the
only available option is ‘Everyone’.

* Rights — allows the report designer to determinetivr this is a shared report, and whether ottrensus
may make changes. The default setting for newrtef®‘None’. The options are:

1. None — saves the report under the report desigidy' €ross-Publication Reports' area of the
Cross-Publication EAR main menu. No other usengaw or resave the report. The report
designer can click the 'Design' button to make gkario the report and save the changes to the
same report (using the 'Save' button), or to anegort (using the 'Save As' button). The report
creator can also delete, e-mail or schedule thertépased on ‘Schedule Report’ permission).

2. Full Access — saves the report under the 'CroséidRtibn Shared Reports' area of the Cross-
Publication EAR main menu on all publications papting in the business publisher group with
Cross-Publication EAR enabled. Other users cak thie 'Design' button to change the report,
and can save changes to the underlying report tisentHave' button or use the 'Save As' button to
save changes to a new report. All users can detetemail the report. Users with ‘Schedule
Reports’ permission can schedule the report.

NOTE: This is the default setting for newly crehteports. Saving a report without changing

C\Edltorlal C\ roduXion
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this option will leave the report open to everyboadpave modifications.
NOTE: Using the ‘Save’ button will overwrite thgigting report. Allowing Full Access to the
report may result in other users saving changestbeeoriginal report.

Read Only — saves the report under the 'Cross-¢atioin Shared Reports' area of the Cross-
Publication EAR main menu. Other users can vieew#sults and click the 'Design’' button to
make changes and then use the 'Save As' butt@véatise report under a new name. Only the
report designer sees the 'Save' button to savayebda the base report. Only the report creator
can delete the report. All users can e-mail themepnd users with ‘Schedule Reports’
permission can schedule the report.

View Only — saves the report under the 'Cross-leatitin Shared Reports' area of the Cross-
Publication EAR main menu. Other users can viesw#sults, but cannot resave the report under
a new name. The 'Design' button is suppressedeoReport Viewer toolbar and the ‘Edit’ icon is
suppressed on the Cross-Publication EAR main m@nly the report creator can edit or delete
the report. All users can e-mail the report, aretsisvith ‘Schedule Reports’ permission can
schedule the report.

NOTE: Standard reports can never be overwritteahatcopy can be saved under new name and the copy
can be changed.

Drill-Down Key — the drop-down box lists all fieldsrailable for the report (based on the selecticihé
Data Sources tab). Making a selection in this dtogn allows this detailed report to be ‘linked’@o
different calling report, using a field common tatho reports. This feature is not recommended $er u
with Cross-Publication EAR reports.

The following buttons display:

1.

Confidential — Subject to change — Copyright © 204%es Systems CorporationPage 5°

Continue to Style — allows the report designerddagthe ‘Style’ tab. The report designer canrakgely
click the ‘Style’ tab instead of using this button.

Preview — clicking this button generates a prevaéthe report results page, without saving the repo
The report designer can alternatively click thee\Rew’ tab instead of using this button.
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Tab 7: Style

The Style step is optional. It allows the repasigner to enter custom colors, set paginationcastbmize the

appearance of the report on the screen.

Figure 40

Data Sources H Fields H Summary H Chart H Gauge ”ﬁ ” Style ][ Filters H Preview l

[Elreportlist | [new kjsave ffsavess.. Speint sol | B @ [ W] g | Results| 1000 v | B4 [T
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Number Letter
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O Page Break After Visual Groups
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Visual Group Style

Comma Delimited hd
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Field|walue column pairs
2 v
[ show main report in Field | Value style
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Continue to Filters Preview

The following options are available:

» Border color/Header color/Header foreground colemi color/Iltem foreground color/Alternating item
color — allows the report designer to select custotars for each of these areas on the reportteesul
When selected, the ‘Sample grid’ (shown below fRestore Default’ button) reflects the color seleusi

as a preview for the report designer.

« Restore Default button — allows the report desigoeeset all the colors to the default colors, eaftbcts

the default colors in the Sample Grid.

« Sample Grid — reflects the color selections andtions as a preview of the report results display.

e Checkboxes — a series of options, including:

C\Editorial
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o Fill Zero Data Between Dates: If there is a ref®ing run that uses dates in a chart or report
grid, and there is a value of ‘0’ for a date, thgion will make those ‘0’ rows display. For
example, if the report displays the number of manpts submitted by month, and there were 0
manuscripts submitted in February, without selgctiis option February would not appear.
Selecting this option causes February to appedravtalue of 0.

0 Landscape printing: Determines the orientatiothefreport when printed to a PDF.

o0 Show page number: If selected, the page numbplagss at the top of each page when printed to
a PDF.

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

0 Use pagination in web view: When a report is rurere this is selected, the report displays
pagination links on the results page (1-100, 100-2€c.) to enable users to navigate through the
result set.

0 Add bookmark for each visual group: When Visuab@aing is used (see the ‘Tab 2: Fields’
section), bookmarks for each section are genemtdte left side of the PDF.

0 Page Break After Visual Groups: When Visual Grogpis used (see the ‘Tab 2: Fields’ section),
each Visually Grouped set of data appears on aaepaage in the PDF.

0 Minimize Grid Width: Allows the report to take tipe minimum amount of space on the screen,
instead of expanding to fill the whole screen. ;Tijis is a good choice for a report with gauges,
as it will cause the gauges to wrap if selectelderathan expand the page and require horizontal
scrolling to see the results.

e Visual Group style

0 This choice is applied if the checkbox VG’ wasesgkd for a field (on the Fields tab). It governs
the display of the visual group sub-headers.

* Items per page (in Viewer)

0 Aninteger value may be entered here. It goveavs fmany rows are listed on the results page
before a new page is created (causing the pagmiktics to be displayed).

e Report Order

0 The report designer can designate the order inhwthie Chart, Gauges, Summary report and
Detail report are shown on the results page. Thestons can be re-ordered by using the move

up ( : ) and move dowr. ¥ ) icons.
« Field|Value column pairs
0 This changes the display from simple fields in cohg, to a more columnar display.
0 The values 1 through 4 can be selected from tlip-down box.

0 This choice governs how many columns of field/vgda@s appear on the results page. Examples:
Choosing 4 from the drop-down box causes 8 columm@ppear on the results page — 4 field name
columns and 4 associated value columns. Choosieguts in a display similar to the submission
Details page.

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

*  Show main report in Field|Value style — causedHilkdd|Value column pairs configuration to be applie
the main (not summary) report.

e Show summary report in Field|Value style — causesSummary report (if any) to be displayed usirg th
Field|Value column pairs configuration.
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The following buttons display:

1. Continue to Filters — allows the report designegddo the ‘Filters’ tab. The report designer can
alternately click the ‘Filters’ tab instead of ugithis button.

2. Preview — clicking this button generates a previdéihe report results page, without saving the repo
The report designer can alternatively click thee\Rew’ tab instead of using this button.
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Tab 8: Filters

The ‘Filters’ tab controls which records will digglin the final report. This step is optional,ulgb typically used
to limit the data returned. It allows the repogsiyner to filter (limit) the report results basedthe value of any
field available for the report. This page is sanilo the existingearch Submissiomage.

NOTE: Configuring a filter on this page applies fiiter to all the report results — the main répsummary report,
chart and gauges.

Figure 41

[ Data Sources H Fields H Summary H Chart H Gauge l Misc [ Style [ Filtersu Preview l

Preview

[Elreporttist | [INew |kejsave kdsave as.. Shprint sol | B b = ] (€ | Results| 1000 | B4 75

Filter Field Cperator Walue(s) Elank Param
1 | Initial Date Submitted * || In Time Period ~ || Current Year ~ O Br3t
2 | Manuscript Number ~||Isn't Blank v O Brwl
3| v ... v O Bes%?

[] Show Filters In Report Description

Require | .

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

“ | Parameters in Viewer

The following options are available:

* Filter Field — a drop-down list allowing the repdesigner to select any field available for theorgper
the ‘Data Sources’ tab).
Note: The field does not need to have been selentghe Fields tab, and does not need to appeitieon
results page.

(0]
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Operator — the report designer can designate whttad-ilter Field is greater than a value, eqaals
value, is within a designated time period (sucH.ast Year’ or ‘In the past’), contains certain tex
equals multiple values, doesn’t equal multiple ealiequals one value [Equals (select)], doesnalequ
one value [Doesn’t Equal (select)], etc.

Values — depending on the selection in the Opefatlak, the Value column allows the report designer
to either type in a value, or select from a lisvafues. Making a selection here limits the report
results that match the value (or don’t match tHeejadepending on the operator). Leave the vadtie s
to [...] to search for any value. When combined wiith Parameter setting (below), this allows the
end-user to select the parameters rather thangetipre-determined value to be used.

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

Blank — select this box to return results with viadue of blank (null).

Parameter — selecting this checkbox causes tke édinfiguration to be displayed on the reportltesu
page. The user running the report can changeltbednd click the ‘Update Results’ button on the
toolbar to see the results with the new filter.

NOTE: When filters are applied to a report, theynt display at the top of the ‘Preview’ page.eyh
will only appear at the top of the Report resulteew the report is run, not previewed.

Icons — The standard del@g , add field abf'.e fiattbbelow - , and mov; icons are
displayed.
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« Show Filters in Report Description — selecting ttigckbox displays the values of each filter used t
generate the report in the report’s descriptivé, text does not allow the user to change the §ltéro
allow the user to change the filters, select ttaaeter’ checkbox next to each filter you wantuker to
be able to change.

< Require drop-down box — making a choice in thigpedown box requires the end user to select a \falue
at least one, the first, or the first two filtere@ewn running the report.
NOTE: To cause a filter to appear to the end uker,Parameter’ checkbox must be selected fofiltiee.

« Filter Logic — to combine the filters in any wayhet than simple ‘AND’ logic, the report designershu
type the filter logic into the box. For example,cdombine three filters so that a result must mhatith
filter one and two OR match filter three to appieathe results, the report designer would typeARND 2)
OR 3 (using the filter numbers). Parentheses dRa#h also be used, as shown in the example above.
NOTE: This field displays an ‘Ex:’ by default; this an Example of how the field can be used.efslt
with the ‘Ex:’ will be ignored.

The following button displays:

1. Preview — clicking this button generates a previéithe report results page, without saving the repo
The report designer can alternatively click thee\Rew’ tab instead of using this button
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